
BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Administrative Specialist B 2 1 Non-Exempt 
POSITION TITLE: Administrative Specialist POSITION#: Pending 
☒New     ☐Revised   
(Check one)                                

Date: 04/01/2022 
 

SERVICE TYPE:  AFSCME 
Employee 
Name: 

 Department: Board of 
Commissioners 

Supervisor:  

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary:  

This position provides confidential administrative assistance to the Board of Commissioners (BOC) and County 
Administrator. The primary responsibilities are reception-focused (answering telephones, greeting customers, and 
scheduling meetings). Serves as back-up to other administrative staff to staff and record BOC meetings, both regular 
and special.  Complies with statutes governing public records and public meetings by interpreting and applying 
appropriate Oregon Administrative Rules and/or statutes.  Records include the in-house library and official record of 
the BOC. 

 

Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Provide Backup Support for BOC Meetings, Agendas, and Approved Documents 

Essential Duties: 
 Support the BOC agenda creation process, including tracking pending items, 

scheduling items for BOC meetings, and participating in agenda setting with Chair 
and County Administrator as assigned 

 Assist with meeting packet compilation to determine completeness and accuracy; 
coordinates with submitting parties if information is incomplete

 Generate official documents as needed, such as orders, resolutions or proclamations
 Attend meetings as directed and create recording and minutes
 Assist the public who attend the BOC meetings with questions and instructions about 

meeting and governmental procedures and general county information
 Maintain confidential records and determine lawful distribution of confidential 

materials as required by statute, code, or local practice
 Secure signatures on all necessary documents, scan and file in digital library
 Create and distribute countywide the BOC Meetings "Action Tracker"
 Ensure integrity of official meeting records, distribute information to interested 

parties
 Provide copies of approved minutes to City/County library 
 Maintain the official County record for BOC meetings, including receiving, tracking, 

and verifying items from meetings not staffed by the BOC 

50% 

2 MFA:  Reception/Administrative Support 
Essential Duties: 

 Provide Confidential and professional support to the BOC and County Administration 
 Receive and assist the general public, county staff, and other government officials 

(local, state, and federal) in person and via telephone, email, and the county website 
 Receive and distribute information, including confidential and limited distribution 

materials, to the BOC and other county departments 
 Ensure the department maintains an appropriate inventory of office and other 

supplies, including reordering as necessary 

35% 



 Coordinate the department’s basic facilities management needs and work with 
Facilities Management on the completion of same 

 Ensure general use office equipment (copier/scanner, etc.) is functional and 
coordinate maintenance and repairs with the Information Technology Department 
Maintain the BOC meeting spaces and equipment as necessary or requested 

 Schedule regular events and meetings for BOC and individual commissioners
 Provide training and leadership to other county administrative staff on BOC 

procedures and preferences
 Assist county staff on matters that come before the BOC including reformatting 

documents and providing detailed advice and/or direction on submitted documents 
and information 

 Assist other county departments where necessary 
 Generate correspondence for the BOC and County Administration when necessary

3 MFA: Special Projects 
Essential Duties: 

 Conduct research in physical County, State, and other records and online when 
requested for public and internal customers as requested by superiors 

 Assist with special event and project planning and coordination 
 Assist in creating public information materials supporting BOC priorities and County 

initiatives 
 Provide backup to administrative team in BOC and County Administration as directed 

15% 

4 Other duties as assigned.  
Percentages should total 100% 100% 

 

Special Requirements: 

 

 

Physical Requirements:  (see Human Resources for assistance):   

Primarily sedentary, may be required to lift up to 50lbs. 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   

 


