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October 19, 2015












4:00 p.m.      

OFFICE ASSISTANT-FACILITIES
The Position:
Under direction, an employee in this position performs administrative support for the assigned division including division manager(s) and line manager(s). Essential Functions: manages work orders in the maintenance information system; researches time and attendance data; resolves timekeeping issues; maintains and updates personnel records, logs and files for division personnel;  provides reports and tracks for trends; prepares narrative and statistical reports; processes and audits bills and invoices; coordinates orders with vendors and maintains related records; completes and processes purchase orders, requisitions and petty cash vouchers for the department; researches and summarizes information and statistical data used in labor-management issues; researches information needed in preparation of disciplinary actions; provides word processing support; operates personal computer to enter, track, research, review, compare, analyze, reconcile and maintain data; collects a variety of information as assigned; prepares and generates reports as needed; prepares support materials for department personnel training; collects and distributes mail; photocopies, faxes, and distributes documents for division staff; receives, maintains and stores supplies; provides administrative and clerical support for management staff; and performs special projects and other related work as assigned.
Hiring Range: $36,402 - $42,773 annually 
Salary Range:
$36,402 - $49,143 annually, paid on a bi-weekly basis.

Minimum Qualifications:
Required: High School Diploma or GED and one year of office or customer service experience; or an equivalent combination of education and experience sufficient to successfully perform the essential duties of the job such as those listed above. Desired: Experience working with a Maintenance Management Automated System.
Knowledge and Abilities:
Knowledge of: recordkeeping methods and procedures; customer service principles; data entry methods; basic mathematical concepts; and modern office equipment.

Skill in: providing customer service; organizing and maintaining files; handling multiple tasks simultaneously; meeting deadlines; drafting correspondence; preparing basic reports; researching and reconciling data; updating and maintaining data records; utilizing a computer and relevant software applications; oral and written communication skills; interpersonal skills necessary when interacting with coworkers, supervisors and the general public.

How to Apply:

Submit a completed Pierce Transit application form and supplemental questionnaire clearly showing how you meet the minimum qualifications listed above by 4:00 p.m., October 16, 2015.  Application materials may be obtained at www.piercetransit.org/careers, from the Pierce Transit receptionist at 3701 96th Street SW, Lakewood, WA 98499 or by calling 253.581.8000. Resumes will be accepted only if they are attached to a completed application form.  Application materials may be returned via email to ajohnson@piercetransit.org, via fax at 253-984-8224 or to PO Box 99070, Lakewood, WA  98496-0070.  
Selection Procedure:

Applicants who, in the judgment of the Human Resources Department, most closely match the requirements of the position may be invited to take a job related skills test and appear before an oral review panel.    It is the responsibility of the applicant to supply sufficient information and details to permit the Agency to properly evaluate their qualifications and abilities as they relate to the position.  

Opened: 10/05/2015
