
POSITION DESCRIPTION 
 

CLASS TITLE:   Administrative Supervisor 
 

BAND SALARY GRADE 
B 212 

DEPARTMENT 
 
Varies 

ACCOUNTABLE TO 
 
Department Administrator 

FLSA STATUS 
 
Non-Exempt 

REVISION DATE:      July 2005 
 
GENERAL PURPOSE 
 
Performs a variety of supervisory, administrative, technical and supportive customer service 
work in planning, operating, assisting and supervising the assigned staff. 
 
SUPERVISION RECEIVED 
 
Works under the general supervision of the department administrator. 
 
SUPERVISION EXERCISED 
 
Exercises supervision over assigned staff. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
Provides leadership, determines work procedures, prepares work schedules and expedites 
workflow.  Issues written and oral instructions. 
 
Assigns duties and examines work for exactness and conformance to policies and procedures.  
Adjusts errors and complaints. 
 
Maintains harmony among workers, resolves grievances, motivates and evaluates assigned staff. 
 
Trains, supervises, hires and disciplines employees; performs or assists subordinates in 
performing duties. 
 
Interprets City ordinances relating to department services and recommends procedures to 
improve efficiency and effectiveness of operations. 
 
Receives telephone calls and customer inquiries concerning utility billings or services; handles 
questions and matters of a more technical nature. 
 
Prepares a variety of studies, reports and related information for decision-making purposes. 
 
Provides training to staff on software updates and changes in regulations and procedures. 
Compile data and prepare reports for intra and inter agency use as needed. 



Coordinate with other department divisions/bureaus to ensure timely and appropriate completion 
of functions and tasks assigned to records. 
 
Make informed and substantiated recommendations for records equipment and personnel 
upgrading. 
 
Organize the destruction of records according to the department’s retention schedule. 
 
PERIPHERAL DUTIES 
 
Writes correspondence, memos and reports to effectively communicate information to customers 
and others. 
 
May serve as a member of various employee committees.  May also provide support information 
and attend meetings of other City committees, boards and commissions. 
 
Provides back-up to other related positions. 
 
Other duties as assigned. 
 
DESIRED MINIMUM QUALIFICATIONS 
 
Education and Experience: 
 
College education in communication, accounting, or a closely related field, preferably with a 
bachelor degree.  Two years supervising experience.  Any equivalent combination of education 
and experience. 
 
Necessary Knowledge, Skills and Abilities: 
 
(A) Working knowledge of principles and practices of quality customer service: working 

knowledge of computers and information systems; working knowledge of office 
automation, computerized financial applications. 

(B) Skill in operating the listed tools and equipment. 
(C) Ability to communicate effectively verbally and in writing the City utility billing policies; 

ability to establish successful working relationships with employees and the public; ability 
to work under pressure and/or frequent interruptions; ability to work courteously with 
angry or difficult customers; ability to plan, assign, supervise and review the work of 
others; ability to perform arithmetic computations accurately and quickly. 

 
SPECIAL REQUIREMENTS 
 
(A) Must pass pre-employment background check. 
 
TOOLS AND EQUIPMENT USED 
 



Personal computer, microcomputer, AS/400 computer system, 10-key calculator, telephone, 
switchboard, dictaphone, base radio, copy machine, fax machine, printers, other standard office 
equipment. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is frequently required to sit and talk or 
hear, use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and 
arms.  The employee is occasionally required to walk. 
 
The employee must occasionally lift and/or move up to 40 pounds.  Specific vision abilities 
required by this job include close vision and the ability to adjust focus. 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 
 
SELECTION GUIDELINES 
 
Formal application, rating of education and experience; oral interview and reference check; job 
related tests may be required. 
 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 


