
Cassia County Extension  

Administrative Assistant 

Non-Exempt 
 

JOB TITLE:    Administrative Assistant 

INCUMBENT: Vacant 

REPORTS TO: Grace Wittman & Joel Packham 

DEPARTMENT: University of Idaho Extension  

 

JOB SUMMARY: 

 

To serve as administrative assistant for University of Idaho Extension Educators in Cassia County.   

Answer all incoming calls for Cassia County Extension and Cassia County Noxious Weed Control 

when necessary.  Primary functions are to perform confidential and clerical tasks.  Responsible for the 

Extension accounts payables and bank statements. Keep track of budgets and expenditure reports. 

Produce a variety of documents, letters, reports and newspaper articles; make arrangements for 

meeting rooms, equipment and visual aids for meetings and notifies participants; receives incoming 

calls, determines nature of call and routes to appropriate staff; greets, screens visitors/callers; schedules 

appointments and makes reservations; opens and distributes mail, prepare mail daily with occasional 

bulk mailings, send and receive electronic mail; provide general information relating to unit or 

department operations as requested; keeps appointment calendars; provides assistance with the Cassia 

County Fair; sells extension bulletins; maintains 4-H curricula as well as learn and assist customers 

with 4-H registration; sells and distributes poison for rodent control, issues receipts and maintains cash 

boxes; maintains Cassia County web site; compiles information and produces needed documents for 

Civil Rights Review; compiles a Cassia County Public Notification Plan, and will continue to update 

the Cassia County Situation Statement.  This individual will prepare documents and materials for 

Extension Programs, research and write articles when requested as well as teach or assist in extension 

programing,  maintain display cases, certify and keep up-to date as a Master Food Safety Advisor and 

Master Gardener.   

 

NATURE & SCOPE: 

 

This position serves as personal secretary in preparing confidential and clerical duties for the 

University of Idaho Extension Educators, performing secretarial & financial duties, assisting the 4-H 

Program Coordinator by performing additional responsibilities when needed, working with the general 

public and other office staff, promoting and representing the University of Idaho Extension System, the 

Cassia County 4-H Program and the Cassia County Noxious Weed Control to the public.  



MINIMUM JOB REQUIREMENTS: 

 
1. Graduation from High School or equivalent 
2. Knowledge of accounting skills 

3. Citizen of the United States 

4. Must not have any felony convictions or convictions that would be considered to 

be a felony in the state of Idaho. Withheld Judgments on felony convictions 

must be disclosed in the application process, and will be considered on a case-

by-case basis. 

5. Consideration will be given to those that have completed a two-year or a four-

year degree. 

6. Consideration will also be given to one who is able to communicate in Spanish 

both written and spoken. 

 

Essential Job Functions: 
1. Ability to work independently with little supervision. 

2. Familiar with standard office computer programs (e.g. wordprocessors 
and spreadsheets) 

3. Proficiency using QuickBooks and accounting proceedures. 

4. Proficiency in the use of computer systems, printers, adding machine, 

keyboarding, copy machine, fax, various software programs, postage machine 

and other office equipment. 

5. Knowledge of computer operations and office practices and procedures. 

6. Knowledge of and the ability to communicate via social media networks. 

7. Demonstrated ability to communicate effectively verbally and in writing. 

8. Ability to communicate and work with public and fellow employees. 

9. Ability to follow written and oral directions. 
10. Ability to meet deadlines. 
11. Ability to lift a minimum of 50 pounds. 

12. Responsible for performing with a high degree of thoroughness and accuracy. 

13. Knowledge of legal terminology and legal documents within the 

department.  

14. Capable of creating, using and maintaining a wide variety of records 

within the department. 

15. Language, mathematical, judgment/reasoning, and oral and written 

communication skills. 

16. Performs all work duties and activities in accordance with Cassia County 

policies, procedures, and safety practices. 

17. Ability to produce brochures and posters using graphic design ideas. 

 

 

ESSENTIAL JOB REQUIREMENTS INCLUDE: 

 

Sitting at a desk with intermittent moving within an office environment, lifting of office supplies and 

equipment; reaching, talking and hearing (in person and by phone); memorizing and seeing.  Manual 

dexterity to perform office functions including: typing, filing, collating and operating office machines.  

Have adequate communication skills; good knowledge of rules of effective business English usage, 

spelling, punctuation and grammar; composing and proofreading standard business correspondence 



such as memos, form letters or requests for information; maintain office filing system to include 

determining file name, setting up new files, purging, classifying and labeling; creating and modifying 

documents using word processing software such as Windows, Microsoft Office, Label Pro, Print Shop, 

Photoshop, 4-H Online, Publisher, Banner, Adobe Acrobat X Pro, Quickbooks and other UI computer 

software; answering a business office telephone, greeting individuals and providing information in a 

business setting; interactions with individuals in a variety of settings, including sometimes difficult and 

adversarial circumstances; typing/keyboarding 80 words per minute. 

 

SPECIFIC ACCOUNTABILITIES: 

 

The following duties are customary for this position. These are not to be construed as exclusive or all-

inclusive. Other duties may be required as assigned. 

1. Greet the public that comes to the office and answer phones as necessary. 

2. Maintain Extension financial account records. 

3. Process monthly Extension bills for the county. 

4. Compile reports and data as directed by the Extension Educators. 

5. Maintain Cassia County Extension website. 

6. Learn and use 4-H Online system. 

7. Produce paperwork for the county Extension Educators & 4-H programs as directed. 

8. Must maintain a high level of discretion and confidentiality in a business setting. 

9. Friendly and helpful customer service. 

10. Ability to work some evenings, weekends and holidays. 

11. Type the Cassia County Extension Newsletter. Maintain mailing lists and email lists. Publish 

newsletter quarterly. 

12. Design program flyers and mail to potential recipients. 

13. Take pre-registration sign-ups for programs, collect and receipt fees; prepare materials, order 

visual aids, buy supplies, assist with program preparation such as setting up conference room, 

equipment or food preparation and keep track of enrollment, fees and expenses. 

14. Sell Extension bulletins, 4-H materials, poison grain for rodents and gophers. 

15. Take, transcribe and distribute minutes of meetings. 

16. Knowledgable about civil rights and diversity policies and procedures. 

17. Comply with the University of Idaho policy on Affirmative Action and Equal Opportunity as 

stated in the University of Idaho Faculty and Staff Handbook. 

18. Other duties as assigned. 

 

 


