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Job Title: Office Assistant
Status: Part Time/ Non-Exempt
Department: Office Administration 
Reports to: Superintendent/General Manager
Compensation: $16.00 – $22.00/hour (based on experience and certifications)
Schedule: Flexible part-time hours based on district needs. Some remote work may be permitted.

Position Summary:
Seis Lagos Utility District (SLUD) is seeking a dependable and detail-oriented Office Assistant to support the administrative functions of the district. This part-time role plays a key part in maintaining organized records, preparing for public meetings, and facilitating effective communication between staff, board members, and the public.

Key Responsibilities:
· Prepare and distribute meeting agendas and supporting documents for the Board of Directors
· Record, transcribe, and maintain accurate meeting minutes
· Manage office communications, including email, phone calls, and correspondence
· Maintain organized digital and physical filing systems
· Assist with scheduling, document preparation, and general administrative tasks
· Serve as a point of contact for internal staff and public inquiries
· Support the Superintendent and Board with special projects as needed

Qualifications:
· Strong organizational and time management skills
· Excellent written and verbal communication abilities
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook)
· Experience in public sector or utility district operations is preferred
· Ability to work independently, maintain confidentiality, and manage multiple tasks
· Familiarity with public meeting procedures and documentation is a plus


Equal Opportunity Employer Statement:
Seis Lagos Utility District is an Equal Opportunity Employer. We are committed to providing a workplace that is free from discrimination and harassment. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, age, disability, genetic information, veteran status, or any other legally protected status. We value diversity and encourage individuals of all backgrounds to apply.
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