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RESOLUTION OF THE UNION COUNTY IMPROVEMENT AUTHORITY
CREATING THE POSITION OF ADMINISTRATIVE ASSISTANT

WHEREAS, the Union County Improvement Authority (the “Authority”) has been duly
created by an ordinance of the Board of Chosen Freeholders (the “Board of Freeholders”) of the
County of Union, New Jersey (the “County™), as public body corporate and politic of the State of
New Jersey (the “State™) pursuant to and in accordance with the county improvement authorities
law, constituting Chapter 183 of the Pamphlet Laws of 1960 of the State, as amended and

supplemented from time to time (the “Act™); and
WHEREAS, the Authority is in need of clerical and administrative support; and
WHEREAS, it has been determined that the position of Administrative Assistant of the
Authority shall be created to work with the Clerk of the Authority to provide clerical and

administrative support; and

WHEREAS, a copy of the Authority’s job description for Administrative Assistant
is attached hereto as Exhibit A.

NOW, THEREFORE, BE IT RESOLVED by the Union County Improvement Authority

as follows:

1. The Authority hereby authorizes the Executive Director to create the position of

Administrative Assistant of the Authority.

2. This resolution shall take effect immediately.



Exhibit A

Union County Improvement Authority
dob Description
Administrative Assistant

Experience: Entry Level — Training will be provided
Report to: Clerk of the Authority

Qualifications:
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Bachelor's Degree

Proficient knowledge of standard office equipment;

Strong typing skills

Exceptional verbal and written communication skills

Advanced computer skills - Microsoft Word, Excel, PowerPoint, Outlook
Ability to work independently as well as part of a team

Excellent organization and time management skills

Excellent interpersonal skills and pleasant, positive demeanor
Ability to exercise good judgment/decision making when necessary
Ability to prioritize and take initiative - assertive and confident
Flexibility to work overtime as required

Ability to multi-task

Significant attention to detail and follow through skills

Responsibilities:

Provide clerical and administrative support.

Create and maintain paper and electronic filing systems for records, correspondence
and other material.

Answer and screen calls in a professional manner, obtaining complete and accurate
information and follow through on message delivery. Arrange conferences, meetings,
and travel reservations for office personnel.

Compose, type and distribute meeting notes, routine correspondence and reports.
Maintain scheduling and event calendars.

Make copies of correspondence and other printed material.

Open, Read and distribute incoming mail and other material.

Schedule and confirm appointments for staff.

Conduct searches to find needed information using such sources such as the
internet.

Learn to operate new office technologies as they are developed and implemented.
Order and dispense supplies and needed

Operate equipment such as fax machines, copiers, and phone systems and use

‘computer for spreadsheets, word processing, database management and other

applications.



