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ADMINISTRATIVE ASSISTANT 
FIRE DEPARTMENT 

 

Applications will be accepted until the position is filled 
Submit Cover Letter, Resume and City Employment Application: 

By mail or in person to Human Resources Office, 212 S. Vanderhurst Avenue, King City, CA 93930 
Or by e-mail to ssamame@kingcity.com 

Application can be picked up at City Hall, or downloaded from King City website at www.kingcity.com 
Applications without the required documents will not be considered 

 

JOB DESCRIPTION 
 

Job Title:  Administrative Assistant 
Department: Fire Department  
Reports To: Fire Chief 
Employee Type: Part Time (32 hours per week)  
FLSA Status: Non-Exempt 
Salary: $20.00 x hour / Non-benefited position 

 
 

DEFINITION 

Under direct supervision from the Fire Chief, the Administrative Assistant is responsible for providing 
administration, financial management and record keeping support to the King City Fire Department.  
This position requires and individual who possesses excellent organizational skills and the disposition to 
work well with other department members, local government representatives and the public. 

SUPERVISION RECEIVED AND EXERCISED 

Position receives direct supervision from the Fire Chief. Incumbents in this position do not routinely 
exercise supervision. 

ESSENTIAL DUTIES AND RESPONSIBLITIES 

Essential responsibilities and duties may include, but are not limited to the following: 

- Performs administrative duties such as preparation of confidential records, correspondences, 
narrative reports and articles for publications. Responds to phone inquiries, maintains Fire 
Chief’s/Department’s calendar and other schedules, files and follow-up systems. 

- Prepares invoices for accounts payable processing, verifies print out of monthly activities and 
resolves discrepancies, and provides liaison with Finance Department. Maintains and monitors 
petty cash fund and other funds as required; prepares invoices for accounts receivable and 
maintains records of revenues and contract documents. 

- Processes purchases and maintains inventory of supplies used by the Department, including 
equipment, materials and parts.   

- Coordinates and performs troubleshooting for the Department’s network computer system and 
for telephone system, tracks help desk requests, and serves as a technical resource to the 
Department. 
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- Attends City Staff Meetings representing Department as required; takes notes and relays 
information to Department Staff and Fire Chief. Facilitates Department’s meetings; distributes 
agenda, takes and distributes minutes. 

- Assists the Fire Chief in all aspects of annual budget preparation and management, including 
budget disbursement records. Researches, compiles data and prepares graphs for the 
Department’s annual reports. 

- Manages and schedules all fire related inspections for the City including new and current 
businesses making sure that there is follow up.  Coordinates inspections for new constructions 
verifying plans, sprinkler systems, etc. And performs follow up and confirmation on third party 
inspections. 

- Monitors after-fire investigations making sure that the Department’s process is aligned with the 
National Fire Incident Reporting System (NFIRS), and follows up with Insurance Companies and 
other entities involved. 

- Oversees all aspects of Weed Abatement program; including inspection of hazardous parcels, 
coordination of abatement work as reported by an inspector, and education of the community 
in order to protect lives, property and the environment.  

- Works closely and assists the City Building and Safety Department, and the County Health 
Department enforcing regulations among other matters. 

- Establishes and maintains effective working relationships with City staff, public officials, other 
fire departments, outside agencies and the general public. Interacts with the public using good 
judgement in a courteous and helpful manner in stressful situations. 

KNOWLEDGE, SKILLS AND ABILITIES 

- Working knowledge of Fire Department policies, practices and procedures. 
- Knowledge of departmental accounting, budgeting and personnel procedures. 
- Skilled in the use of PC including experience with all Microsoft Office products. 
- Organizational skills and ability to prioritize work, multi-task, deal with interruptions, last minute 

changes and rigid deadlines. 
- Oral communication skills and ability to communicate clearly, concisely and effectively and to 

maintain confidentiality as appropriate. 
- Written skills and ability to compose specific correspondence and reports from written drafts 

and oral instructions as well as the ability to research, organize and compile data into 
meaningful reports. 

- Ability to work independently with minimal supervision to meet broad work expectations. 

WORKING CONDITIONS 

While performing the duties of this job the employee is frequently required to see, sit, talk or hear.  The 
employee is occasionally required to walk; use hands and fingers to handle or operate objects, tools or 
controls; and reach with hands and arms. The employee is occasionally required to climb or balance; 
stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 25 pounds. 
Specific vision abilities required by this job include close vision and the ability to adjust focus. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
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QUALIFICATIONS 

The following are minimal qualifications necessary for this position: 

Education and/or Experience 

Any combination of education and experience that has provided the knowledge, skills, and abilities 
necessary for an Administrative Assistant. Possess two years of significant administrative and 
clerical work experience related to fire service, law enforcement, planning, construction, 
engineering, architecture or a related field; and a high school diploma; or equivalent combination. 
An associate’s degree from a two-year college or technical school is highly desirable. Preference will 
be given for experience in a municipal, public sector or fire service environment. Bilingual, fluent in 
Spanish preferable.  

License/Certificate 

Possession of, or ability to obtain a valid Class C California driver’s license, and a good standing 
driving record. 

The City of King is an Equal Employment Opportunity Employer 


