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CITY OF BONITA SPRINGS 
Job Description 

Administrative Assistant 
 
Under supervision of the Director of Financial and Administrative Services, this 
position performs a variety of professional administrative and clerical support 
activities to facilitate the efficient operations of the City. Duties include scheduling 
meetings and preparing the materials, greeting office visitors, and composing 
documents on behalf of senior management.   
 
JOB RESPONSBILITIES  
 

 Exhibits polite and effective communication in daily operations with members 
of the public and with City staff. Assists receptionist with greeting and 
assisting visitors. 

 
 Assists with the scheduling of board and committee meetings. Receives and 

collates meeting materials received from staff and distributes to board 
members. Transcribes draft minutes of board and committee meetings.  

 
 Liaise with executive and senior administrative assistants to handle requests 

and queries from senior managers. 
 
 General office functions including, but not limited to, answering and directing 

phone calls; filing and indexing; scanning, copying and binding; transcribing 
recordings of meetings; providing information to the public and other staff 
members; and sorting and distributing mail.   

 
NOTE: The examples of essential functions as listed in this class specification 

are not exhaustive. The omission of an essential job responsibility listed 
above does not preclude management from assigning other duties 
provided that such duties are a logical assignment to the position. 

 
REQUIREMENTS 

A. Education and Experience: 

 High school diploma or equivalent education required; supplemental 
advanced education preferred. 

 Two (2) years of administrative/secretarial experience.  
 Valid driver’s license 

 
B. Skills and Qualifications: 

 Professional written and verbal communication skills 
 Administrative writing and formatting skills (formal letters, e-mails, etc.) 
 Proficiency in MS Office applications and Adobe Acrobat  
 Strong organizational skills with ability to multi-task 
 Excellent time management skills and the ability to prioritize work. 
 Ability to type with accuracy and speed 
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C. Physical Requirements: 

Task involves some physical effort, i.e., some standing and walking, frequent 
light lifting (5-10 pounds): minimal dexterity in the use of fingers, limbs, or 
body in the operation of shop or office equipment. Task may involve 
extended periods of time at a keyboard. 

 
E. Sensory Requirements: 

Task requires sound perception and discrimination. 
Task requires visual perception and discrimination. 
Task requires oral communications ability. 


