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Pere Marquette Charter Township 
Job Description:  Administrative Assistant to the Supervisor 

 

A.  Summary:  

Provides paraprofessional/technical administrative support on a daily basis to the Supervisor.  

Performs unique responsibilities related to other departments’ activities and services including 

the Clerk’s office and the Treasurer’s office.    

 

B.  Typical Duties and Specific Responsibilities: 

1. Provide complex administrative assistance to the Supervisor.  

2. Assist in the Clerk’s office and/or Treasurer’s office as needed. 

3. Provide support to a variety of Boards and Commissions; attend and participate in group 

meetings; prepare agenda packets, notices, and mailings; take minutes. 

4. Prepare, word-process, and proofread a variety of documents including general 

correspondence, contracts, and memoranda; prepare and finalize other written 

communication including administrative regulations and orders, departmental publications, 

and brochures as assigned. 

5. Prepare correspondence, records, documents, reports, and other information with a high level 

of confidentiality. Type, copy, enter data; sort and distribute mail and complete other clerical 

projects as assigned. 

6. Assist the Supervisor in areas of Human Resources/Employee relations including advertising 

and interviewing for staff needs, supplemental and possibly confidential follow-up assistance 

during the course of others’ employment. 

7. Collect and compile information from various sources on a variety of specialized topics 

related to assigned programs; prepare reports which present that data. 

8. Coordinate and perform various financial activities including monitoring and submitting 

requisitions, establishing purchase orders. 

9. Manage and supervise assigned operation to achieve goals within available resources; plans 

and organizes workloads as directed. 

10. File documents, reports, and correspondence for department or assigned area; maintain filing 

system; maintain records for department. 

11. Participate in the requisition of materials and supplies; submit purchase orders and requests; 

monitor inventory of supplies and materials. 

12. The Administrative Assistant is one of the “public faces” of the Township.  This is often the 

first person who a caller or visitor encounters when contacting the Township.  The person 

should pleasantly be able to handle frequent interruptions.  He or she should be able to track 

many things simultaneously, and enjoy serving the public. 

 

Other functions: 

1. Answer and direct phone calls to the Township Hall. 

2. Greet and direct visitors within the Townhall. 

3. Create and write letters. 

4. Maintain a master calendar for Township rooms and personnel. 

5. Be able to answer general questions pertaining to Township procedures. 

6. Work with the Assessor, the Building Inspector, and Zoning Administrator, as needed, as 

instructed by the Supervisor. 
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7. May serve as liaison to other civil entities and outside agencies. 

8. Provide staff support to an assigned department including serving as backup for various staff 

position in their absence. 

9. Schedule appointments and meetings. 

10. Serve as Recording Secretary to the Zoning Board of Appeals, Planning Commission, Fire 

Department, Board of Review, Tax Abatement Review Board, Architectural Control 

Committee, and Park Commission as needed, and as instructed by the Supervisor. 

11. Arrange, create, and maintain a web site for the Township, including content, narrative, 

photos, links within the website and outside, appearance, ease of use, and keeping the site 

fresh and up-to-date. 

12. Perform accounting and other record-keeping and correspondence for the Western Mason 

County Fire District Authority. 

13. Writes draft policies and letters for the Supervisor; news releases, advertisements. 

14. Proofreads and lends writing expertise in various departments. 

15. Assumes responsibility in special projects as assigned. 

16. Attend classes and seminars as appropriate to enhance skill levels in job-related areas.   

17. If and when necessary, perform the duties as outlined for this position in the Township’s 

Emergency Operations Plan. 

18. Endeavor to perform all other appropriate jobs as assigned by the Supervisor. 

 
NOTE: The above statements are intended to describe the general nature and level of work being performed.  They 

are not to be construed as an exhaustive list of all job duties performed.  

 

 

C.  Educational Requirements: 

1. Minimum High School graduate. 

2. A. A. degree helpful. 

 

D.  Skill and Experiential Requirements: 

1. General office work and computer experience (typing min. 50 wpm).  Willing to learn 

software necessary to the position.  E-mail and internet experience required. 

2. Must be an energetic, self-motivated, people person. 

3. Must be able to communicate effectively with people. 

4. All experience will be considered by the Township Board. 

 

E.  Physical Requirements: 

1. Must be able to lift up to thirty pounds. 

2. Must possess a pleasant voice.  

3.  Ability to pass a thorough health physical, administered after a conditional offer of 

employment has been made. 
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F.  Other Requirements: 

1.  Must be able to become bonded. 

2.  State of Michigan driver’s license, and a driving record which is acceptable to the Township. 

 

G.  Supervision: 

The Administrative Assistant reports directly to the Supervisor. 

 

H.  Compensation:  The Administrative Assistant shall be paid a wage as set by the Township 

Board. 

 

 


