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[bookmark: _Toc147310360]POSITION DESCRIPTION 

Special Districts Association of Oregon believes that each employee makes a significant contribution to our success.  That contribution should not be limited by the assigned responsibilities.  Therefore, this position description is designed to outline primary duties, qualifications, and job scope, but not limit the incumbent nor the organization to only the work identified.  It is expected that each employee will offer his/her services wherever and whenever necessary to ensure the success of SDAO.

Title: Administrative Support Specialist (Tigard)
Department: General
Exempt/Non-Exempt: Non-Exempt		
Reports To: Deputy Director
Pay Equity Group: 1314232112112
Effective Date: July 1, 2026

|_| New position         |_| Position change/update          x Updated 


General Position Summary:
The Administrative Support Specialist is the operational hub for the Tigard office and provides comprehensive administrative and operational support to multiple departments within the SDAO Tigard office, including Claims, Information Technology, and Consulting Services. This position serves as the primary point of contact for visitors, callers, vendors, and deliveries while ensuring efficient front office operations and exceptional customer service. 

Essential Functions/Major Assignments:
(illustrative only)
General Responsibilities
· Provide regular, reliable, and predictable performance of duties. 
· Remain available and accessible during scheduled work hours. 
· Provide administrative support to multiple departments with varying operational needs and priorities. 
· Deliver exceptional customer service to members, claimants, vendors, and the public. 
· Respond to email and voicemail inquiries within one business day and route inquiries to the appropriate department as needed. 
· Assist with special projects and administrative assignments as requested.

Reception and Office Operations
· Serve as the primary coordinator of front office operations, including:
· Answering and directing incoming telephone calls; Greeting and assisting visitors, vendors, and contractors; Maintaining office security and visitor access protocols; Receiving, sorting, and distributing incoming mail and deliveries; Processing outgoing mail and shipments; Managing office supply inventory and ordering supplies as needed; Assisting with organizational mailings, including printing, labeling, assembly, and distribution; Managing electronic and scanned mail distribution to appropriate staff; Maintaining records and closed-file storage systems, including coordinating file retrieval and storage; Recording incoming checks on designated tracking logs.



Deputy Director Support
· Coordinate and arrange travel accommodations for leadership and staff members; Manage housing reservations and logistics for conferences and business events. 
· Complete conference registrations and ensure timely enrollment for attendees. 
· Provide administrative and operational support for special projects and additional assignments as needed. 

Claims Department Support
· Provide coverage for Claims Services functions during staff absences for printing checks.
· Prepare and retrieve claim files for audits, reviews, and other business purposes.
· Assist Claim Consultants with reimbursements for regularly re-occurring invoices including but not limited to legal invoices. 
· Provide notary services for department.

Information Technology Support
· Receive and process deliveries for the Information Technology department. 
· Notify appropriate staff of incoming equipment, supplies, or technology assets. 
· Provide basic administrative and user support for a range of office systems and equipment, including printers, video conferencing tools, and telephone systems.
Consulting Services Department Support
· Upload, organize, and maintain documents within Consulting Services SharePoint sites. 
· Assemble recruitment, assessment, and project materials; Print, scan, file, shred, and distribute documents as needed. 
· Coordinate receipt and distribution of department mail, packages, and project materials.
· Assist with consultant expense reports and related administrative tasks. 
· Provide additional administrative support as requested/assigned.

Tenant Support
· Serve as liaison to tenants in building and SDAO; Handle all needs, requests or issues that they may have 

Meeting and Event Support
· Assist/lead with the coordination of meetings held at the Tigard office including preparation of meeting materials and packets, coordination of refreshments and catering arrangements, ensuring meeting room technology and equipment are functioning properly. 
· Run local business errands related to office operations, meetings, supplies, or mail distribution.

Facilities and Office Maintenance Coordination
· Serve as the primary point of contact for routine building and office maintenance issues. 
· Coordinate vendor services, repairs, maintenance, and office equipment servicing; Maintain vendor and service provider contact information. 
· Communicate facility-related issues and recommendations to management. 
· Coordinate larger facility projects with management and external vendors as appropriate.

Secondary Functions:
· Works on special projects upon request.
· All other duties as assigned.
	
Job Scope:
· Perform regular and routine work under direct supervision; Limited requirement to analyze problems or concepts or to make decisions.
· Follows pre-established instructions or procedures with little variation but is encouraged to provide input and suggestions as to how to improve processes to increase efficiency but cannot take independent action.
· Responsible for planning and scheduling own work, which includes prioritizing workload to ensure deadlines are met; Must be able to foresee issues associated with own work and identify future needs for supplies, equipment, resources which would stall operations or activities.
Supervisory Responsibility:
· None

Interpersonal Contacts:
· The Administrative Support Specialist has regular interaction, on phone, via computer email and in person, with those both inside and outside of the organization to exchange ideas and to provide and gather information and assist members in answering all questions/issues with completeness and accuracy.
Specific Job Knowledge, Skill, and Ability:
· Strong organizational skills with the ability to manage multiple priorities and competing deadlines. 
· Excellent customer service and interpersonal communication skills; Demonstrated ability to work independently with minimal supervision. 
· Ability to adapt quickly to changing priorities and operational needs. 
· Proficiency with Microsoft Office 365 applications, including Outlook, Word, Excel, Teams, and SharePoint. 
· Ability to learn and effectively utilize department-specific software and systems, including RiskMaster and iMIS. 
· Strong attention to detail and commitment to accuracy. 
· Ability to maintain confidentiality and exercise sound judgment. 
· Ability to collaborate effectively with internal staff, members, vendors, and the public. 
· Effective written and verbal communication skills. 
· Ability to work successfully in an environment with frequent interruptions and changing priorities. 
· Ability to operate a motor vehicle and perform occasional local travel as required.

Specific Job Effort:
· [bookmark: _Hlk70684161]There is minimal physical effort required for this position.  Physical effort is limited to light lifting, carrying or movement.
· Physical capability involves the use of office equipment with some agility and hand/eye coordination is needed.
· Tasks vary on a regular basis, and the Administrative Support Specialist must determine which tasks to complete and the order in which to complete them.
Education, Experience, and Certification/Licensure:
Required
· High school diploma or equivalent
· Minimum of five years of office administration experience
· Must be a Notary Public or be able to obtain certification within three months of hire.
· Must have a current and valid drivers’ license.
OR
· An equivalent combination of education, training, and experience sufficient to successfully perform the essential duties of the job.

Desired
· Previous experience providing administrative support to a wide audience or multiple departments simultaneously with each having distinct needs and functions.

Job Conditions:
· [bookmark: _Hlk70683110]This position is in the office and not approved to work remotely. This position operates in a professional office environment.
· Standard work schedule is Monday through Friday during business hours, with little variance without advance notice. The work environment is generally indoors with virtually no hazards or obstacles; short local travel on an infrequent basis to pick up supplies may occur.
· Routinely uses standard office equipment, especially computers. 
· In performance of the duties of this job, the employee is occasionally required to stand; walk; sit; use hands and fingers, drive a vehicle, handle, or feel objects, tools, or controls; reach with hands and arms; climb stairs; talk or hear. 
· The employee must occasionally lift or move office products and supplies, up to 20 pounds.

Appointees will be subject to completion of a standard probationary period.
The essential physical abilities described here are representative of those an employee may encounter while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.  The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and/or skills required of all personnel so classified. This job description is not an employment agreement and/or an expressed or implied employment contract.  Management has the exclusive right to alter this job description at any time without notice.
This is an accurate description of the essential functions of my position.

[bookmark: Text17]								     _____________
Employee Signature						Date
(The signature of the employee indicates this document has been read and is understood.)

[bookmark: Text18]								     _____________
Supervisory Approval						Date
(The signature of the Supervisor confirms the assignment of work to the employee.)





Administrative Support Specialist (Tigard)  July 1, 2026
image1.jpeg
S D A Special Districts
Association of Oregon




