Job Title: Office Support Staff (Per Diem / As-Needed)
Department: County Administration / Multiple Departments
FLSA Status: Non-Exempt
Reports To: Department Supervisor or Designated Administrative Lead

Position Summary
The Per Diem Office Support Staff provides flexible, on-call administrative, clerical, and customer service support to various county offices on an as-needed basis. This role is crucial for maintaining daily county operations, managing fluctuating workloads, and covering staff absences. The ideal candidate will be highly adaptable, comfortable working across different departmental systems, and dedicated to delivering exceptional service to county residents.

Key Responsibilities & Duties
· Public & Customer Service: Serve as a primary point of contact for the public. Greet visitors, answer multi-line phone systems, answer routine inquiries, and route community members to correct departments or agencies.
· Clerical & Data Support: Perform general administrative work including data entry, file maintenance, scanning, photocopying, and indexing official records. Assist with data tracking initiatives and updating regional databases.
· Mail & Correspondence Processing: Sort, process, and distribute incoming departmental mail. Prepare outgoing mailings, packages, and certified government documents.
· Scheduling & Event Support: Coordinate or modify internal meeting calendars. Prepare conference rooms and assist with public hearing logistics or county events.
· Financial & Program Compliance Tasks: Assist with basic record-keeping, verify program forms for completeness, and process localized fee transactions or applications in accordance with county rules.
· Information Security: Handle sensitive public records, keeping strict confidentiality regarding personnel, health, legal, or proprietary county information.

Job Schedule & Per Diem Nature
· On-Call Basis: Hours are variable and not guaranteed. Shift availability depends directly on department workloads, special projects, or backfill needs for regular staff.
· Availability Expectations: Candidates should be available to accept shifts during standard county business hours (typically Monday through Friday, 8:00 AM – 5:00 PM). Advance notice is given when possible, but short-notice availability is highly desired.
Minimum Qualifications
· Education: High School Diploma or GED equivalent.
· Experience: Minimum of one (1) year of experience in office administration, clerical work, or public-facing customer service. Prior public sector or local government experience is a plus.
· Technical Skills: Proficient with computers, core office suites (such as Microsoft Office or Google Workspace), and standard workplace machinery (copiers, document scanners, multi-line phones).

Required Knowledge, Skills, and Abilities
· Adaptability: Ability to quickly pivot between diverse workflows, software environments, and procedural rules of different county departments.
· Communication: Excellent verbal and written communication skills. The ability to remain professional, empathetic, and neutral when dealing with diverse, sometimes frustrated populations.
· Organization: Strong multitasking skills and the ability to process high volumes of information accurately under minimal supervision.
· Discretion: Strict adherence to privacy policies and laws governing open records and confidential data.

Physical Demands
· Standard office environment with prolonged periods of sitting or standing at a desk.
· Frequent use of a computer screen and mouse.
· Ability to occasionally lift, carry, or shift document files and office supply boxes weighing up to 25 pounds.
