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Florence County Job Description 
 
 
Position Title:  Administrative Assistant  
Department: Health 
Reports To: Public Health Director 
FLSA Status: Nonexempt 
Salary Range: $19.50-28.98 
Salary Grade:  10 
 
GENERAL SUMMARY: 
 
Promotes and supports population health by providing a variety of clerical, administrative and technical support services 
such as providing specialized, technical, program, or Department specific information to internal and external 
customers; billing insurance companies; answering phones; scheduling appointments; interviewing internal and external 
customers to establish services needed; establishing and maintaining data files; and drafting and editing documents such 
as correspondence and contracts. 
 
ESSENTIAL FUNCTIONS:  
Under general supervision and/or as part of various workgroups and teams, the Administrative Assistant performs the 
following functions within the overarching framework of Florence County Health Department’s provision of the core 
functions and essential services of public health. 
 
Public Health Sciences 

1. Provide specialized and/or technical Department and Program specific information that requires interpretation 
of established policies, procedures and other relevant sources to internal and/or external customers over the 
telephone, in writing and/or in person including the Wisconsin and Michigan Immunization Registry.  

2. Schedule, register, check in and check out clients for all programs.  
3. Establish, maintain, code, modify, track and/or retrieve information and compile data that may require 

information searches through files, contracts, records, or computer files, including spreadsheets and/or 
customized database applications; enter, obtain and/or verify information and make sure the appropriate 
disposition of evidence and/or exhibits follow established, clearly defined methods and guidelines.  

4. Interview internal and/or external customers to establish program-specific documentation and/or identify 
services needed.  

5. Maintain, inventory, order, collect and distribute supplies and/or equipment including all vaccine and medical 
supplies.  

6. Assists and/or orients co-workers, as assigned and consistent with job duties. 
7. Composes immunization clinic schedules.  
8. Receives, sorts, and routes mail and prepares packages for overnight and special delivery including water 

testing, west Nile virus specimen testing and rabies specimens. May schedule meetings and maintain calendars 
for supervisor and/or organizational unit/program.  

9. Assists in collection of hemoglobin, blood lead sampling, heights and weights for health assessments for the 
Women, Infant, and Children (WIC) Program.   

10. Assists in collection of specimens to be sent to the Wisconsin State Laboratory of Hygiene, Sexual transmitted 
infections and rabies specimens. 

Community Dimensions of Practice 

11. Gathers, organizes and provides public health information and data with individuals, community groups, other 
agencies, internal customers, and the general public about physical, behavioral, environmental, social, 
economic, and other issues affecting the public’s health. 
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12. Responsible for updating health department website. 
13. Prepares public health documents and reports. 

Leadership and Systems Thinking 
14. With general supervision, manages projects that support public health interventions. 
15. Adheres to Occupational Safety and Health Administration standards relevant to job duties, such as exposure to 

bloodborne pathogens.  
 

Policy Development and Program Planning  
16. Researches and summarizes specialized or technical information from varied sources and collaborates with 

administrator for policy changes. 
17. Provides administrative and technical/clerical support to Department activities related to development and 

implementation of community health assessment, planning, program and policy development, and 
implementation activities. 

18. Adheres to ethical principles in the collection, maintenance, use, and dissemination of data and information. 
19. Maintains, updates, and uses computerized data management systems and utilizes informatics to improve 

program operations. 
20. Collaborates in the development of and provides clerical/technical and administrative support to Departmental 

quality improvement, performance management, and evaluation activities.   
 

Communication and Cultural Competency 

21. Answers telephones; screen calls, responds to inquiries and/or refers callers to appropriate agencies or 
departments/divisions. 

22. Under general supervision, compose, draft, type and/or word process, proofread and edit documents, contracts, 
and/or correspondence to ensure these conform to the appropriate use of the English language and established 
procedures. 

23. Process mail and email by attaching related correspondence or information before forwarding, responding to 
mail when appropriate; respond to mail that can be handled personally; identify priority and/or time-sensitive 
matters; and maintain security and confidentiality.  

24. Utilizes appropriate methods for interacting effectively and professionally with persons of all ages and from 
diverse cultural, socioeconomic, educational, racial, and ethnic backgrounds, sexual orientations, lifestyles and 
physical abilities. 

25. Adheres to ethical principles and Florence County Health Department policy in the collection, maintenance, use, 
and dissemination of data and information. 

Financial Planning and Management  
26. Performs all administrative, technical/clerical activities related to Department and/or program purchasing 

according to Departmental policies and procedures.  
27. Enters monthly bills into TylerTech program to be approved by Audit & Budget Board. 
28. Packages and sends out approved bills the day after Audit & Budget meeting. 
29. Enters received department payments into TylerTech program before bringing payment down to County 

treasury department.  
30. Perform light to moderate numerical calculations involving cashiering, reconciling accounts; electronic claims 

submission, program billing, and/or other applications. Prepare and distribute accounts payable vouchers and 
expense checks. 

31. Invoice Medicaid, Medicare, and Private Insurances for program costs such as immunizations, lead, and 
reproductive health. 
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32. Invoice grantors as required per individual contract for all grants per policy including Women, Infants and 
Children, Public Health Emergency Preparedness, Lead, Immunizations, Maternal Child Health, Oral Health, 
Radon, Partnership for Success and competitive grants. 

33. Utilizes the Women, Infants and Children electronic program for billing and reconciles with State GEARS system 
including allowable program costs  in WIC program area. 

34. Prepares and submits Public Health Emergency Preparedness program budget to PCA and updates for mid-year 
and final report as required by grant and reconciles with actual costs. 

35. Prepares financial summary for annual report 
36. Responsible for sending out annual permit renewals to all licensed facilities for inspections including restaurants, 

campgrounds, lodging, etc. 
37. Collects and enters permit fees and enters into State database as required through Department of Agriculture 

Trade and Consumer Protection via Health Space. 
38. Audits all program accounts, prepares closing journal entries at year-end, and provides various auditors with 

accounting records as requested. 
39. Collects all fees from general public following HD policy including water testing, immunizations, Radon kits and 

others. 
40. Assists Health Officer with annual department budget.  
41. Collaborates with Health Officer to ensure that department budget aligns with all program budgets.  

Other 

42. Performs public health emergency response duties as assigned and consistent with job classification and training 
provided, in response to threats to the public’s health. 

43. Participates in Department and community emergency response training and drills in support of disaster 
preparedness consistent with job classification. 

44. This position will be responsible for using quality improvement (QI) and performance management (PM) 
processes and/or techniques to improve the effectiveness of the respective public health program.  This 
includes, but is not limited to: creating, implementing, and evaluating performance standards and identifying, 
implementing, and assessing program quality improvement processes. 

45. Assumes responsibility for own professional growth and development by pursuing education, participating in 
professional committees and work groups and contributing to a work environment where continual 
improvements in practice are pursued. 

46. Performs other duties as assigned consistent with job classification.  
 
 
Education, Licensure, Certifications, Experience 

 Associate’s Degree in accounting or related field required. 

 Three or more years of documented experience in accounting, bookkeeping. 

 Valid State of Wisconsin driver’s license is required. 

Knowledge and Skills:   
Any equivalent combination of training and experience, which provide the following knowledge, skills and abilities: 

 Excellent written and verbal communication skills; ability to communicate effectively to various groups and 
individuals. 

 Excellent knowledge of general accounting procedures, including accounts payable and receivable, budget 
preparation, and audits. 

 Excellent computer skills with proficiency in both Microsoft Word and Excel. Basic understanding of Generally 
Accepted Accounting Principles (GAAP) Understanding of allowable costs as outlined in various program 
contracts and policies. 
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 Ability to deal effectively with the public, cooperate with related agencies and organizations and clearly 
interpret and apply policies and directives of the Director, the Board, and State. 

 Ability to identify inefficiencies and work toward efficiencies through the use of automated processes. 
 Ability to maintain confidentiality, handle conflict and adapt well to frequent change. 
 Self-starter, have the ability to work independently, and effectively handle responsibility. 

 

 Due to the need for all Health Department personnel to respond to public health emergencies, the employee 
must be assessed for his/her ability to meet the physical demands of performing the following activities: 

 Must be able to be fitted and wear NIOSH 95 mask.   
 Engage in the following movements: Climbing, balancing, stooping, kneeling, crouching, reaching, 

standing, walking, lifting, fingering, grasping, feeling and writing and repetitive motions. 
 Exert up to 10 pounds of force occasionally, and/or a negligible amount of force constantly to move 

objects. 
 Hearing ability sufficient enough to communicate with others effectively in person and over the phone 
 Visual ability must be sufficient enough to read typewritten documents, computer screen and drive a 

car. 
 
If unable to demonstrate these abilities based upon a standardized, objective assessment performed by external 
occupational health professionals, all reasonable accommodations will be made, in compliance with the Americans with 
Disabilities Act and any other applicable Federal and Wisconsin law. Florence County is an Equal Opportunity Employer. 
 
 
WORKING CONDITIONS WHILE PERFORMING ESSENTIAL FUNCTIONS: 
 
General office setting in health department facilities, as well as occasionally in community sites including clients’ 
homes and workplaces. 
 
Work performed in the community is sometimes subject to conditions that range from inclement weather to dangerous 
conditions such as snow/ice, cold, heat, noise, wetness/humidity, vibration, sudden temperature changes, and poor 
illumination at the job site or due to travel on the job. Travel to and from field locations may subject worker to increased 
risk of driving hazards.  Community locations may subject worker to communicable diseases, insects and other disease 
vectors, toxins, hazardous materials, chemicals and animals.   
 
In all settings, employees in this classification may occasionally need to relate to members of the public who exhibit 
challenging, atypical or hostile behaviors and/or communication.  
 
Employee is expected to report to work as called in 24/7 in a public health crisis or emergency and perform public 
health emergency response duties as assigned and consistent with training, provided 
 
EQUIPMENT USED TO PERFORM ESSENTIAL FUNCTIONS: 
 
Including, but not limited to computer, fax, copier, multi-line telephone and personal or county vehicle. 
 
Reports to:  Director  
 
Directs Work of:  None 
 
Blood borne Pathogen Risk Code:      None   X   Low       Medium       High           
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Employee Acknowledgement: 
 
I acknowledge that I have received a copy of the Administrative Assistant job description and understand that it is my 
responsibility to read and understand it.  I am able to perform the essential functions as outlined with or without 
reasonable accommodation.  I understand that this job description may be used as a tool to evaluate the performance of 
my duties. If I have any questions about this job description or my job duties, I understand that I should ask my 
supervisor or department manager. 
 
Florence County is an Equal Opportunity Employer.  Florence County does not discriminate on the basis of any Wisconsin 
or Federal projected classification.  In compliance with the ADA, Florence County will provide reasonable 
accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents 
to discuss accommodations with their employer and/or supervisor. 
 
 
 
__________________________________  __________________ 
Signature      Date 
 
__________________________________ 
Printed Name 
 
 


