CITY OF FRANKLIN, INDIANA
POSITION DESCRIPTION

POSITION: Office Manager
DEPARTMENT: MVH/Street
STATUS: Full-Time

FLSA STATUS: Non-Exempt
DATE WRITTEN:

DATE REVISED:

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.
Regular and dependable attendance on the job site is required. The requirements listed in this document are
representative of the knowledge, skill and/or ability required. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

Individual performs a variety of office responsibilities in support of Department operations. Individual assists in
preparing and tracking of Department budget, maintaining an electronic data base of invoices, claims and other
expenditures related to Department budget that will enable critical analyze of same. Individual serves as initial
contact with general public answering inquiries or directing those individuals in the appropriate direction. Individual
serves as dispatcher for the Department.

PRIMARY JOB FUNCTIONS
Individual is responsible for processing Department invoices and claims to include updating budget records using
Excel program to ensure accuracy of data.

Individual is responsible for maintaining electronic time cards and records on Department employees required by
DOT.

Individual is responsible for answering department phones, responding to caller’s inquiries and/or directing caller
to appropriate Department personnel.

Individual is responsible for responding and/or mailing Department correspondence using a Micro Soft Word
program.

Individual is responsible for maintaining contact with Department personnel and vehicles in the field via two-way
radio system.

Individual is responsible for accurate data entry into asset management system for all City assets. Tracking
equipment/vehicle usage, maintenance and work orders.

Individual is responsible for working with Code Violation to print and distribute violation letters and abatements.

Requires accurate calculations for cost of abatements. Data entry into violation system.

SECONDARY JOB FUNCTIONS
Individual is responsible for working with Department crews providing support to city programs.

Individual is responsible for ordering and tracking of supplies for the Department concrete repair, painting/striping
and sign maintenance program.

Individual receives & schedules emergency responses to resident inquiries.



Individual performs other related duties as assigned related to the overall operation of the Street Department.

JOB REQUIREMENTS
Individual must have the ability to operate office machines such as but not limited to computer

Individual must have the ability to use a variety of hand tools to assist in Departmental work.

Individual must have the ability to operate light duty department equipment/vehicles.

Individual’s primary work location is inside the Department’s facility with protection from weather conditions, but
with varying noise levels and temperature changes. The individual may also be required to work outside which may
expose her/him to loud noises, vibrations and extreme weather conditions.

Individual must have a high school diploma or GED, plus related work experience.

Individual must possess a valid driver’s license.

Individual reports directly to the Street Commissioner and/or her/his designee.

CRITICAL SKILLS/EXPERTISE

Individual must have specialized knowledge of City Ordinances, Departmental policies, procedures, work methods,
State laws & regulations, adheres to all and the ability to explain and support them.

Individual must have specialized knowledge of and ability to apply City procedures for maintaining payroll and
financial records.

Individual must have the ability to communicate effectively in writing and verbally to affectively deal with private
sector individuals and internal personnel.

Individual must have the ability to complete all work responsibilities in a safe manner using/following established
safety procedures.

Individual must have the ability to follow established office procedures used in processing telephone calls
(internal/external), correspondence and maintaining Department/City records.

WORKING RELATIONSHIPS

Individual must interact with Departmental personnel, private sector contractors, their employees, the general
public and other City workers in a professional manner assisting them in checking records, providing services as
required and supporting their work efforts.

SAFETY EQUIPMENT
The individual is required to wear all appropriate safety equipment required of task being performed such as but
not limited to hard hat, safety glasses and steel toed safety boots.

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT

The position description for the position of Office Manager is describes the duties and responsibilities for
employment in this position.

| acknowledge that | have received this position description, and understand that it is not a contract of



employment. | am responsible for reading this position description and complying with all job duties,
requirements and responsibilities contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the position duties and requirements as
outlined?

Yes No

Applicant/Employee Signhature Date



