
Job Description 

 

 

 

 

 

Job Title: Office Assistant Department: Finance & Administration 

    

Reports To: Accounting Manager Date: March 2010 

 

JOB SUMMARY: 

 

The Office Assistant supports the main Port office. Duties include customer service, public relations, general office 

operations, special projects and additional duties as assigned. Requirements include a focused good attitude, with the 

ability to multi-task.  This position is full-time.   

 

JOB FUNCTIONS: 

 Provide a high level of customer service to the public, keeping in mind this person is the first person to greet the 

public. 

 Open and close the office, including making coffee, sorting faxes, and checking front desk voicemail.  

 Answer and/or direct incoming telephone calls, messages, and faxes in a professional manner. 

 Process incoming and outgoing mail, including processing checks. Receipt other incoming moneys, perform 

daily cash reconciliation, and bank deposits. 

 File a variety of documents including Commission, Finance, and all other Port documents as directed. 

 Provide clerical services to the Director of Finance and the Finance Department. Provide backup to the 

Executive Assistant for Executive Director projects and tasks, as needed. 

 Maintain and monitor the office petty cash. 

 Summarize and archive media articles related to the Port. 

 Maintain general office equipment, scheduling maintenance and service calls as needed. 

 Responsible for maintaining, purchasing, and stocking kitchen and office supplies. Including maintaining the 

copier, fax machine and postage machine and necessary supplies.  

 Ensure all copier and machine contracts are kept updated. Work with the Director of Finance to renew 

equipment leases. 

 Assist with Commission meeting preparation and filing in support of the Executive Assistant.  

 Responsible for creating, printing and distributing quarterly Marina newsletter with Microsoft Publisher; in 

addition to mailing and distributing monthly Port newsletters. 

 Responsible for creating and maintaining monthly Finance and Administration performance indicators with 

Microsoft PowerPoint.  

 Coordinate travel and meeting attendance for all Directors, as needed by the Executive Assistant.  

 Responsible for scheduling and preparation for staff, Commission and all other meetings for the Port, which may 

include preparing deliverables, food or refreshment orders, setup, and cleanup. 

 Setup and operation of audio/visual equipment for Port Commission meetings, in support of the Executive 

Assistant.  

 Assist with scheduling events at Port facilities, as backup to the HR Generalist/Operations Assistant. 

 Post Port notices and announcements in various newspapers and media websites.  

 

OTHER JOB DUTIES: 

 

Perform other duties, responsibilities, and special projects as assigned. 

 

This job description reflects general details necessary to describe the job’s essential functions and the job’s level of 

knowledge and skill typically required. The job description should not be considered an all-inclusive listing of work 

requirements. Individuals may perform other duties as assigned, such as working in other areas to cover absences or 

relief, or to otherwise balance the workload. 
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WORKING CONDITIONS: 

 

Work is performed primarily indoors. Typically, the noise level in the work environment is moderate, however, there 

may be exposure to loud noises on a daily basis due to marine activity and maintenance and repair. 

 

QUALIFICATIONS SKILLS AND ABILITIES: 

 

This job requires an equivalent of three (3) years of office assistant experience.  

 

 High School Diploma or G.E.D. required. 

 Must possess excellent customer service skills and the ability to act as an ambassador for the Port. 

 Must be highly motivated and able to work independently, yet remain a member of the team. 

 Must be organized, creative and capable of implementing multiple tasks simultaneously and efficiently, 

while meeting all deadlines with a positive attitude.  

 Must be knowledgeable with Microsoft Office including Microsoft Publisher.  

 College level courses in word processing, bookkeeping and personal computer data processing are 

desirable. 

 Must have the ability to type 50 wpm. 

 Ability to compose and write information notices, business correspondence, reports, and fill out forms 

accurately. 

 Ability to establish and maintain effective working relationships with associates, visitors, customers, 

government representatives and vendors. 

 Must be able to stay late on occasion and attend Port Commission meetings in support of the Executive 

Assistant.  
 

 

PHYSICAL REQUIREMENTS: 

 

The Office Assistant must have the physical ability to work on a computer terminal for uninterrupted periods of up to 

2 hours duration continuously. Also must have the ability to hear, speak and understand the spoken word in order to 

respond promptly to calls for assistance, to answer telephones, and to be able to communicate. Have the dexterity 

and manual skill required to operate the keyboard of a computer terminal and the numeric keypad of a standard 

desktop calculator by touch, with or without accommodation, in an accurate and efficient manner. Vision ability that 

includes close vision and the ability to adjust focus is necessary. Must be able to lift moderately heavy boxes for 

filing or postage up to approximately 50 pounds.  

 

Equal Opportunity Employer – Americans with Disabilities Act 

 

The Port of Anacortes is an Equal Opportunity Employer and seeks to fully comply with the Americans with 

Disabilities Act.  Women and Minorities are encouraged to apply for position vacancies. 

 

Requirements outlined in this job description may be subject to modification to reasonably accommodate 

individuals with disabilities who are otherwise qualified for employment in this position. This job description does 

not constitute an employment agreement between the Port and Employee and is subject to change as the needs of 

the Port and requirements of the job change. 


