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Circa 1734 ● Chartered 1804 ● Incorporated 1874
314 Mill Street ● PO Box 195 ● Occoquan, Virginia 22125
 (703) 491-1918 ● Fax (571) 398-5016 ● info@occoquanva.gov
www.occoquanva.gov

Job Description: Administrative Assistant
Location: Occoquan, Virginia
Employment Type: Part-Time | Permanent Non-Exempt
Salary Range: Up to $24.00/hr (DOQ) (estimated 21 hours per week); Limited Benefits
Reports to: Town Manager
About the Position:
The Town of Occoquan, a vibrant and historic riverfront community, is seeking a knowledgeable, organized, and civic-minded professional to serve as a part-time Administrative Assistant. This position performs a variety of administrative, clerical, customer service, and records management duties in support of Town operations and services. The position serves as a primary point of contact for residents, businesses, visitors, and staff while assisting multiple Town departments, including Administration, Finance, Public Works, Events, and Public Safety.  Responsibilities include customer service, records maintenance, payment processing, data entry, scheduling, communications support, and general office coordination.  The Administrative Assistant is expected to exercise professionalism, organizational skills, attention to detail, and confidentiality while supporting the efficient daily operation of Town Hall and municipal services.

Key Responsibilities:
· Provides administrative and clerical support to all Town departments, including Administration, Finance, Public Works, Events, and Public Safety.
· Serves as a primary point of contact for the public by answering phones, greeting visitors, responding to inquiries, researching records, directing individuals to appropriate staff or officials, and taking and relaying messages as necessary.
· Provides professional and courteous customer service to residents, businesses, visitors, vendors, and other stakeholders interacting with Town Hall.
· Assists with the creation, organization, maintenance, retention, and filing of Town records, documents, and correspondence in accordance with established procedures.
· Assists with the administration, collection, processing, tracking, and recording of Town taxes, licenses, permits, fees, and other payments, including business licenses, meals taxes, real estate taxes, parking-related fees, and other revenues.
· Receives, processes, records, and reconciles payments and receivables using the Town’s financial and record management systems.
· Assists with scheduling and maintaining calendars for Town facilities, meetings, events, and rentals.
· Assists with the preparation, production, and distribution of Town newsletters, public notices, correspondence, and informational materials.
· Processes, sorts, distributes, and prepares incoming and outgoing mail, packages, and deliveries.
· Maintains office supply inventories and coordinates the ordering and stocking of necessary office materials and equipment.
· Maintains confidentiality of sensitive, protected, or non-public information and records in accordance with applicable laws, regulations, and Town policies.
· Assists with special projects, events, operational activities, and other related duties as assigned.

Preferred Qualifications:
· Associate’s degree in business administration, public relations, communications, or other relevant field or three years of responsible administrative work experience.
· Proficiency with Microsoft Office products and knowledge of QuickBooks Online (QBO) preferred.
· Knowledge of standard office procedures, practices and equipment.
· knowledge of effective customer service practices. 
· Ability to maintain confidentiality and integrity in handling sensitive financial information.

Work Environment
· Part-time position (approximately 21 hours per week)
· Work performed primarily on-site. 
Why Join Us? 
You’ll be joining a dedicated and professional team that values service, transparency, and community engagement. This position offers the opportunity to make a meaningful impact on the town’s operations and quality of life. 
[image: Shape] How to Apply: 
Please submit a cover letter, resume, and town application to townmanager@occoquanva.gov 
For questions, contact Adam Linn at townmanager@occoquanva.gov or (703) 491-1918 x104. 
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Disclaimer: This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice. 



The Town of Occoquan is an Equal Opportunity Employer (EOE) and is fully committed to the principles of equal employment opportunity. The Town maintains and promotes equal opportunity for all employees and applicants for employment in accordance with relevant state and federal laws. The Town will not discriminate on the basis of race, color, religion, sex, national origin, age, or physical or mental disability unrelated to the ability to perform the essential functions of the position.
The Town of Occoquan encourages applicants from diverse backgrounds to apply.
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