
WEST PIERCE FIRE & RESCUE 
POSITION DESCRIPTION 

 

 
POSITION:  ADMINISTRATIVE ASSISTANT     DATE:  JANUARY 2015 

 

 
 
GENERAL FUNCTION: 
The Administrative Assistant provides support to the Administration Division of West Pierce Fire & Rescue 
including, but not limited to, providing administrative and clerical duties that support all divisions of the District. 
 
CONTROLS OVER WORK: 
The position shall report to and is accountable to the Administrative Manager.  Performance is evaluated 
by the Administrative Manager through observation of daily activities, program effectiveness and degree of 
harmony with citizens, co-workers and vendors.  The position will work a schedule in accordance with 
contractual agreement. 
 
ESSENTIAL JOB FUNCTIONS: 
The position shall: 

 Perform routine office tasks necessary for the operation and presentation of a professional office. 

 Maintain files and computer files. 

 Perform data entry and update forms, as needed. 

 Maintain comprehensive knowledge of community resources and provide information and referrals. 

 Prepare correspondence, reports, minutes of meetings, and materials related to special projects. 

 Enroll members of the community in district classes and programs.   

 Coordinate instructors for district classes. 

 Design, organize and maintain specialized and custom forms, records, reports, files and logs to 
support technical work processes in areas of assigned responsibility.   

 Issue notification and reminders of meetings. 

 Manage public records requests. 

 Prepare billing spreadsheet(s). 

 Attend meetings and take appropriate minutes, as required. 

 Manage photographic inventory of the district. 

 Perform other duties related to the position, as assigned. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
The position shall have demonstrated the ability and/or skill to effectively: 

 Communicate in the English language, both orally and in writing.  

 Operate multi-function phone system computer keyboards, telephone, etc. 

 Perform record and file maintenance. 

 Use tact and courtesy with visitors, citizens, and co-workers. 

 Travel between various worksites as necessary to fulfill the needs of the District. 

 Organize and accomplish work assignments with minimal supervision. 
 
PHYSICAL DEMANDS: 
The position shall have the demonstrated physical ability to: 

 Communicate over the telephone and speak in person to individuals and groups. 

 Operate office machines to include word processor, typewriter, postage machine, copy machine, 
fax machine, printers, calculator, paper cutter, 3-hole punch, etc. 

 Sit, talk and hear, move about, operate or control objects, tools, and machines. 

 Lift/move objects weighing up to 10 pounds on a regular basis, such as files, books, office 
equipment, etc. 

 Possess acceptable auditory and visual senses to meet the requirements of the job. 



 
RECRUITING REQUIREMENTS 
Minimum: 

 High school diploma or equivalent  

 Two (2) years of experience, serving in a position deemed to adequately prepare the candidate for 
the position, as determined by the Fire Chief or their designee. 

 Valid Washington State driver’s license. 
 

Desirable:  

 College level education and continuing education opportunities that enhance the 
candidate’s ability to perform essential functions of the job. 

 Four years of work experience OR a graduate of an accredited secretarial school. 

 Ability to converse in a language in addition to English. 
 


