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JOB OVERVIEW

Starting Pay
$15.72 - $20.19 per hour

Schedule
Monday - Friday
Must be willing to work extended hours, 

including nights, weekends, and holidays.

Shift
8 a.m. - 4:30 p.m.

LOCATION
Government Tower

REPORTS TO
Parks & Recreation Director

PHYSICAL DEMANDS
• Lift up to 25 lbs. (light)

WORK ENVIRONMENT
• Interactions with members of the 

public

Questions? No problem! Email us at 
employment@tpcg.org.

SUMMARY
Perform a variety of complex, responsible, and confidential administrative duties, such as supervising office clerical staff, 
providing clerical assistance to staff members, and assisting the director in daily work activities.

EMERGENCY EVENTS
Not required to work during 
emergency events.

ESSENTIAL FUNCTIONS
1. Assist the director in daily work activities. 
2. Respond to emails, general correspondence, inquiries, and requests for 

information; aid callers and department visitors. 
3. Perform administrative tasks, such as preparing payroll and deposits, 

paying department’s bills, and managing purchasing.
4. Perform various office duties, including typing, printing, and distributing 

departmental correspondence; copying, faxing, and scanning documents; 
maintaining a filing system; maintaining department’s appointment 
schedules and calendars; and making travel arrangements.

5. Coordinate and schedule meetings, prepare meeting agendas, and take, 
edit, type, and distribute meeting minutes.

6. Prepare league schedules and revisions; ensure all volunteers have proper 
paperwork completed before being assigned duties.

7. Provide clerical assistance to staff members and train, supervise, assign, 
and evaluate subordinates.

8. Process online and in-person registrations and rental requests using Civic 
Rec software.

9. Verify date of birth for each participant to ensure they are correctly 
assigned to the correct team per guidelines of program manual.

10. Compile data for computer entry and/or oversee data entry.

11. Perform  other duties as assigned by supervisor.

GENERAL REQUIREMENTS
1. High level of tact and integrity due to frequent high-level interactions and 

exposure to confidential information.
2. Knowledge of filing and other general office methods and practices.
3. Effective verbal and written communication skills.
4. Ability to type at 60-70 words per minute and demonstrate a good 

knowledge of punctuation, spelling, and composition.
5. Ability to learn new software applications with limited assistance. 

EDUCATION, EXPERIENCE, AND LICENSES
1. High school diploma or GED certificate required.
2. Ability to use a variety of software packages, including Microsoft Word, 

Outlook, Excel, and PowerPoint. 
3. Knowledge of the AS/400 system and/or Civic Rec software preferred.
4. Four years of relevant experience.
5. Experience with a government organization preferred.
6. Prior secretarial experience preferred. 
7. Possess and maintain a valid Louisiana driver’s license.


