
CITY OF HARRAH 

OCCUPATIONAL TITLE:  Administrative  Receptionist          OCCUPATION CODE: 1112 
        Secretary 

DEPARTMENT/DIVISION:  Clerks 

GENERAL DEFINITION: 

This position involves responsibility for providing administrative support and secretarial services 
at City Hall.  The work requires the exercise of considerable initiative, independent judgment, 
and discretion in screening calls, visitors, and mail; answering and disposing of requests for non-
technical information; researching questions of established fact or record; and handling most 
public contacts and interpreting many changes in policies and procedures that are received in 
general outline.  The incumbent is expected to proceed with minimum supervision; however, 
advice and assistance are normally available for more demanding assignments.  The work is 
reviewed for achievement of desired results and for adherence to established policies and 
procedures.   

ESSENTIAL FUNCTIONS AND DUTIES: 

(The items listed below are not intended to be a complete listing of all essential functions and 
duties of the position.) 

• Serve as receptionist, directing callers to proper person or office; 
• Assist citizens with questions relating to City services; 
• Prepare letters and memoranda; 
• Assist City Manager, City Clerk, Finance Director and Treasurer  with any clerical 

projects as needed; 
• Open, sort and distribute mail; 
• Maintain City calendar on website, posting all meeting dates & events; 
• Prepare monthly newsletter to be distributed with utility bills; 
• Maintain City website; 
• Maintain City social media page and posting necessary items; 
• Serve as the custodian of City Park reservations; 
• Serve as the recording secretary to Park and Recreation Board 
• Type materials according to established formats and procedures, or use discretion in 

setting them up; 
• Maintain a variety of files;  
• File and retrieve items from hard copy or computer files; 
• Establish and modify filing systems as necessary; 
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• Receive inquiries in person and over the telephone; independently secure and give 

information; and, answer complaints requiring working knowledge of City ordinances, 
regulations, and procedures; 

• Apply and administer grants as needed; 
• Accept water bill payments as needed;  
• Do any and all other functions that may be required by the City Manager. 

MINIMUM QUALIFICATIONS: 

• Knowledge equivalent of a high school diploma and such training and/or experience as 
would provide the applicant with the below referenced knowledge, skills and abilities; 

• Considerable knowledge of administrative and secretarial practices and procedures; 
• Considerable knowledge of business English, spelling, punctuation, grammar, format, 

vocabulary, and composition; 
• Considerable knowledge of modern office practices, procedures and equipment; 
• Good knowledge of the City’s organization, operations, ordinances, and administrative 

practices; 
• Demonstrated ability to make moderately complex decisions according to established 

policy; 
• Demonstrated skill in the operation of word processing equipment, computers, and 

related office machines; 
• Demonstrated ability to transcribe dictation at a high rate of speed; 
• Demonstrated ability to accurately type and enter data at a high rate of speed; 
• Considerable ability to maintain administrative, fiscal, and general office records; to 

prepare reports from general verbal instructions; or to answer questions from City 
records; 

• Considerable ability to compose correspondence on routine matters, and to perform 
normal office management functions without specific direction; 

• Considerable ability to maintain effective working relationships with fellow employees, 
department heads, and the general public, as well as to deal with citizen problems 
promptly, courteously, and tactfully; 

WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 

• Some exposure to unpleasant citizens, must be able to handle tactfully; 
• Subject to abnormal daily stress; 
• Must be able to handle and properly account for large volumes of documents with 

confidentiality;  
• Must have the physical dexterity to type 60 words per minute with accuracy; 
• Work is typically indoors, subject to sitting, standing, walking or using a telephone for 

extended periods of time; 
• Subject to constant noise of a computer, copying machine, calculator, or telephone; 
• Subject to working with frequent interruptions; 
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• Hearing and speech required to communicate clearly and distinctly in English, by 

telephone and in person within the confinement of a semi-noisy environment; 
• High degree of concentration required to fulfill essential job duties; 
• Vision required reading and reviewing written correspondence, reports, statistical and 

technical information, computer screen, etc. 
• Subject to continuous exposure to light and glare from a computer terminal; 
• Must have a professional appearance and demeanor; and convey a professional and 

positive image and attitude regarding the City. 

SUPERVISION: 

This position is under the direct supervision of the City Manager. 

EEO Class:  Administrative Support (OC/9131)       FLSA Status:  non-exempt 

Grade:  H1-H2-H3 

This job description should not be interpreted as all-inclusive.  It is intended to identify the major 
responsibilities and requirements of this job.  The incumbents may be requested to perform job-
related responsibilities and tasks other than those stated in these specifications.  Any essential 
function or requirement of this class will be evaluated as necessary should an incumbent/
applicant be unable to perform the function or requirement due to a disability as defined by the 
Americans with Disabilities Act (ADA). 

I understand and agree that my employment is at will and for no term of definite duration.  I also 
understand and agree that either the City of Harrah or I may terminate my employment 
relationship at any time. 

_____________________________________________            ____________________ 
Employee             Date 

The City of Harrah, Oklahoma is an Equal Opportunity Employer
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