[image: your logo here] County of Lamar
	Job Title:
	Administrative Assistant to The Commissioners’ Court
	Department:
	Commissioners Court

	Hourly Rate
	Up to $25.10 an hr
	Immediate Supervisor:
	Lamar County Commissioners 

	Payroll Contact:
	Michele Shaffer
	Position Type:
	Full-time
	Date posted:
	February 23, 2026	Posting Expires:
	March 6, 2026   

	Lamar County is an Equal Opportunity Employer
Persons with disabilities are encouraged to request assistance during the application process.  Please call the Lamar County HR Office at 903-737-2486 to request assistance.

	Applications can be picked up at the Auditor’s Office or on the website.

	Fax or E-mail:
903-737-2451 or lamarcohr@co.lamar.tx.us
Attention: Michele
	Mail:
Lamar County Auditor’s Office
Attn: Michele
119 N Main Room 110
Paris, TX  75460

	

	
Administrative Assistant needed to support the office with typing, documentation, handling mail, answering telephones & other duties as assigned.  This position performs general county administration in accordance with departmental procedures, regulations, laws, and statutes pertaining to the Commissioners’ office. 

Essential Duties and Responsibilities:
· Schedule and assist in matters before the Commissioner’s Court.
· Maintains the Commissioner’s calendar, as assigned.  Create and maintain files for County Commissioner’s office, prepare letters, forms and other correspondence, schedule meetings and travel arrangements.
· Assist public by answering inquiries and directing to the appropriate county office.
· Assist the Commissioner’s and staff in the preparation of the FEMA Project Worksheets and Grants.
· Update and maintain the Lamar County Map Book.
· Answer telephone, take messages, and refer to the appropriate person.  Open and close office as directed by the Commissioner’s.
· Work up purchase orders and invoices for Commissioner’s Court.
· Experience working with Microsoft Office applications such as Outlook, Word and Excel, and other computer applications.
· Ability to operate a variety of office machines, such as fax, copier, 10 key by touch. 
· Ability to communicate clearly both orally and in writing. 
· Ability to maintain confidentiality.
· Ability to organize.
· Must be detail oriented.
· Must be able to work under pressure in a high-volume office, produce accurate work, and meet established deadlines. 
· Ability to file alphabetically and numerically. 
· Ability to establish and maintain effective working relationships with other county employees, officials, and the general public. 
· Must be mature, dependable, organized, resourceful and able to work independently.
· Must be able to attend training on work related job functions.  
· Knowledge of County policies and practices.

Additional Job Duties: Any other duty as assigned by the Lamar County Commissioners’ Court.

Knowledge, skill and education required:
· Graduation from accredited high school, or G.E.D. equivalent 
· Competent typing, computer operating, and scanning
· Ability to work without supervision, and to work and communicate well with others.
· Proficient in communication and comprehension skills with the ability to deal efficiently with the public
· Ability to organize and produce large volumes of work in a timely manner
· Ability to maintain confidentiality and utilize high levels of discretion.
		
Working Conditions:
· Office hours will be assigned and can change weekly.
· Subject to heavy concentration of secretarial or work processing work for extended periods sufficient to cause fatigue
· Heavy lifting of books, boxes, etc. weighing up to 50 pounds
· Must be able to climb 6-step ladder to retrieve files from storage
· Must be able to bend, sit, stoop, reach overhead, climb ladders, and move objects up to 50lbs
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