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EMPLOYMENT OPPORTUNITY 
 

Administrative Assistant II 
Recreation Division (and some functions shared with Management Services) 

Open/Promotional 

Salary Range (5 steps): $32.79 - $39.86/hour          Open Until Filled 

Submit a cover letter and resume online with the application 

Apply online: www.crpd.org/hr (Follow link to CalOpps) 

 
Under general supervision, provides varied and complex office administrative assistance to a Director and associated division staff; 
creates and maintains division-specific publications, contracts, tracking systems, reports, records and files required for work 
processes; acts as a liaison between the Director and other departments, customers and community/business groups; and performs 
other related duties as assigned. 

Essential Duties and Responsibilities 
The duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of 
specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to this 
class. 

• Performs a variety of complex procedural and administrative duties in support of the division including coordinating office 
functions and processes.  

• Provides information in response to inquiries and performs important public relations duties over the phone, in person and 
online; provides information and handles issues that may require sensitivity and use of tact and independent judgment; 
researches requests or complaints and refers matters to appropriate staff and/or takes or recommends action to resolve 
issues.  

• Creates and maintains spreadsheets and databases; calculates, invoices and tracks requests for payment for services, leases 
and fees; processes and records payments for fees. 

• Coordinates the assembly, posting and tracking of requests for proposals (RFPs) for the procurement of equipment, goods 
and services; tracks certificates of insurance and vehicle insurance and ensures coverage meets District criteria. 

• Assists with solicitation of and tracks donations, sponsorships and other sources of funding; may participate in grant 
administration functions including collecting program data and generating performance reports. 

• Assists with processing special-event and encroachment permits; ensures all required documents are submitted and meet 
District requirements; notifies field staff.  

• Designs, proofs, revises and distributes material for the Division, including flyers, schedules, newsletters, tickets and 
brochures; may assist with maintaining unit website page and with social media.  

• Maintains inventory and orders operational and office supplies for the unit following established procedures. 
• Processes monetary transactions, including collecting fees, issuing receipts, handling credit card transactions, reconciling 

cash journal sheets and receipts, and preparing bank deposits. 
• Provides administrative assistance to District Boards and Ad Hoc Committees as assigned, preparing and posting agendas 

and taking minutes of meetings. 
• Provides backup for the executive assistant and other support staff and performs reception duties. 

 

Other Duties and Responsibilities 

• May be required to drive District or personal vehicle. 
• May notarize District contracts, agreements, leases, memos and other documents. 
• May provide work guidance to staff and volunteers including assisting with training and overseeing front desk activity; 

provides information, instruction and training on work processes, proper uses of equipment and safe work practices. 
• Participates during disasters or when emergency response is needed.  
• Non-exempt employees may be required to work overtime.  
• Performs related duties as assigned 
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Administrative Assistant II continued . . . 

Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Any combination of 
experience and training that would likely provide the required knowledge, skill, and/or ability listed below is qualifying.  
 
Education/Experience: A typical way to obtain the knowledge and abilities would be: completion of at least one year of college-level 
coursework or a technical certification program and three years of administrative support experience; or an equivalent combination 
of education and experience.  
 
Language Ability: Ability to read, analyze and interpret documents such as District policies, procedures, government regulations, 
leases and contracts. Ability to use correct English grammar, spelling, and punctuation. Ability to write routine reports and business 
correspondence. Ability to respond to inquiries and complaints, orally and in writing. 
 
Math Ability: Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and 
decimals. Ability to perform basic bookkeeping functions. 
 
Reasoning Ability: Ability to use common-sense understanding to carry out instructions provided in written, oral or diagram form. 
Ability to research and analyze administrative, operational and procedural problems. Ability to effectively interact with the public. 
 
Certificates and Licenses:   
• A valid California driver’s license and the ability to maintain insurability under the District’s vehicle insurance program. 

• California Notary License within six months of hire. 

• All full-time candidates require satisfactory completion of a pre-employment functional capacity examination.  

• Department of Justice fingerprint clearance. 

 

Other Required Skills: Use of word processing, spreadsheets and database programs including utilizing information systems to 
extract data from databases for interpreting and communicating data. Knowledge of the principles, tools and techniques of project 
planning and management. Ability to exercise tact and diplomacy in dealing with sensitive and complex issues. Maintain 
confidentiality of information and work products. 
 
Supervisory Responsibilities: This position has no supervisory responsibilities relating to District employees; training and supervision 
of volunteers may be required. 
 
Work Environment: The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this class. Reasonable accommodations may be made to enable qualified individuals with 
disabilities to perform the essential functions. 
 
Employees work under typical office conditions and may be required to work some nights and weekends. The work environment is 
subject to moderate to loud noise levels, frequent contact with internal and external customers and intermittent exposure to 
individuals acting in a disagreeable or emotionally charged manner. 
 
Physical Demands: The physical and mental demands described here are representative of those that must be met by employees to 
successfully perform the essential functions of this class. Reasonable accommodation may be made to enable qualified individuals 
with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel; talk or hear. 
The employee is frequently required to reach with hands and arms. The employee is occasionally required to stand; walk; stoop, 
kneel, crouch or crawl. The employee is regularly required to push, pull or lift up to 25 pounds and occasionally up to 50 pounds. The 

vision requirements include close vision. 

Selection Process 
Apply online at:  www.crpd.org/jobs (follow link to www.calopps.org, Member Agency: Conejo Recreation & Park District) 
Based on the information provided in the application documents, those candidates with the most desirable qualifications will be 
invited to continue in the selection process.  Not all applicants meeting the minimum qualifications are guaranteed advancement 
through any subsequent phase of the examination.  Be sure to include all pertinent information regarding your education and 
experience.  Fill out the application completely; blank spaces may cause rejection; do not refer to resume.  Falsification or 
omission of material fact is cause for rejection, removal from the eligibility list, or dismissal.  Resumes will not be accepted in lieu of 
a completed application and must be included as an attachment.  A cover letter must also be submitted online as an attachment. 
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Administrative Assistant II continued . . . 
 
Review of Applications: Applications will be reviewed on an ongoing basis.  

Examination: Candidate selection will be based on competitive examinations.  Test content will be related to the job.  A driver’s 
license will be requested for identification and admission to the testing area.  If there is more than one part to an examination, 
candidates must pass each part.  Candidates with passing scores will be asked to compete in successive parts of the examination. 

 Written Test/Practical Exercise:  A written test and a practical exercise may be used, in addition to the appraisal interview.  

 Appraisal Interview:  A job-related appraisal interview will be conducted to evaluate and compare participating 
candidates’ knowledge, skills, and abilities in relation to those factors which job analysis has determined to be essential 
for successful performance of the job.  

 After the Appraisal Interview, the top candidates will be invited to a staff interview. 

 All applicants will receive a written response to their standing in the selection process. 

NOTE: THE DISTRICT DOES NOT REIMBURSE APPLICANTS FOR TRAVEL, LODGING, OR OTHER EXPENSES RESULTING FROM THEIR 
PARTICIPATION IN THE SELECTION PROCEDURE. 

In accordance with the Immigration and Control Act of 1986, the Conejo Recreation and Park District must verify that all new 
employees have written proof of their right to work in the United States at the time of hire. 

 

REASONABLE ACCOMMODATION FOR INDIVIDUALS WITH DISABILITIES 

The District encourages applications from qualified individuals with disabilities as defined by the Americans with Disabilities Act.  
Individuals who will require reasonable accommodation to take a test as part of the selection process must notify Human 
Resources.  Applicants with disabilities that affect sensory, manual or speaking skills may be provided with a test in a format that 
does not require the use of the impaired skill.  Persons requesting reasonable accommodation will be required to provide 
documentation of such a need. 
 
Note:  The provisions of this bulletin do not constitute a contract, expressed or implied, and any provisions contained in this bulletin may 
be modified or revoked without notice. This recruitment may close without notice. 

Position subject to pre-employment physical 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Page 3 of 3 


