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JOB DESCRIPTION 
 

JOB TITLE:          OFFICE COORDINATOR         ORIGINAL DATE:   March 2006 

REPORTS TO:     INTERIM DIRECTOR-DEPT. ON AGING        REVISION DATE:   July 2018 

DEPARTMENT:   DEPARTMENT ON AGING          DEPARTMENT NO.:  10 – 61 

DIVISION (S):       AGING SERVICES, L-CAT, R.S.V.P. 

 
JOB SUMMARY: This is a full time, non-exempt position which interacts with the public and provides general 

administrative support and assistance to all divisions within the Department on Aging (Aging Services, L-CAT, 

and R.S.V.P.).   

 

PRIMARY DUTIES INCLUDE: 
A) Assist and support division staff through receptionist, secretarial, data input, filing, clerical, record 

system maintenance, correspondence and other duties as needed. 

B) Support in coordination, scheduling and monitoring of projects and activities. 

C) Assist in preparation of grant reports and other reports. 

D) Dispatching and passenger scheduling for L-Cat bus division. 

E) Support with customer service, accounting and invoicing. 
F) Assist in creating brochures, flyers, newsletters and other materials as needed. 

G) Attend required and supervisor suggested training track for position. 

H) Must maintain a positive work atmosphere by acting and communicating in a manner so that you get 

along with customers, citizens, coworkers and management.  Being pleasant with others on the job and 

displaying a good-natured, cooperative attitude. Maintaining composure, keeping emotions in check, 
controlling anger, and avoiding aggressive behavior, even in very difficult situations. 

I) Must be reliable, responsible, dependable, and fulfill obligations. 

J) Must show up for work on a regular and predictable basis as scheduled. 

K) Other duties as determined by Department on Aging Director. 

 

 
QUALIFICATIONS:  Requires a Class C drivers license. 

 

A) EDUCATION: High School Diploma, G.E.D., or equivalent required. 

 

B) KNOWLEDGE:  Must have the ability to receive, interpret and follow verbal and written instructions. 
Required to read, write and speak English fluently. The ability to speak a foreign language is helpful. 

 

C) SKILLS: 

Computer: Must have excellent computer skills. Experience with Word, Excel, Office and Publisher 

programs is helpful. 

Interpersonal:  Ability to work with, relate to and feel comfortable with diverse age groups.  Ability to 
utilize google translate and other means through language barriers, etc. 

Problem Solving:  Must have strong organizational and problem solving skills. 

Communication: Ability to communicate fluently, both verbally and in writing. 

 

D) WORKING CONDITIONS:  No adverse working conditions in this position. 
 

 

E) PHYSICAL REQUIREMENTS: Requires sufficient visual acuity to be able to read and write.   Requires 

sufficient hearing level to be able to effectively communicate with people directly or by telephone. 

Occasional requirements to lift items weighing up to 50 pounds to a height of 60 inches. Required to 

pass background check, medical pre-employment physical, drug/alcohol screen, and work screen.  
*Please see below work screen physical requirements for position. * 

 

Employees hired after March 13, 2018: 

Lyon County/City of Emporia (Company) understands that a job analysis is being completed in compliance 

with the American’s with Disabilities Act (ADA). One of the outcomes of the job analysis is the determination 

of one or more job specific tests that will either qualify or disqualify the post-offer or post-employment (fit for 
duty) candidate for the position. 
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For the Classification Series of LYON COUNTY/CITY OF EMPORIA: OFFICE PERSONNEL:   

 

The Company representative hereby acknowledges the following as valid physical requirements: 

1. Employee lifts/carries 50 pounds occasionally (less than 33% of the time or 1-100 times per day). 
2. Employee lifts/carries 25 pounds frequently (34%-66% of the time or 100-500 times per day). 

3. Employee lifts/carries 10 pounds constantly (67%-100% of the time or over 500 times per day). 

4. Employee’s position requires pushing a maximum force of 5 pounds. 

5. Employee’s position requires pulling a maximum force of 5 pounds. 

 
SAFE LIFTING CRITERIA: Floor to knuckle: 45 lbs 

    12” to knuckle: 45lbs 

    Knuckle to shoulder: 22.5 lbs 

    Shoulder to overhead: 22.5 lbs 

    Carry: 45 lbs 

Push: N/A 
Pull: N/A 

 

 

This job description has been examined for compliance with the Americans With Disabilities Act (ADA) and 

the Fair Labor Standards Act (FLSA).  This description is a general statement of required major 
duties and responsibilities performed on a regular and continuous basis.  It does not exclude 
other duties as assigned. 
 

By Signing below, I am certifying that I have read and understand the job description.  I also attest 
that there is nothing in this Job Description that precludes me from performing any of the 
aforementioned duties with or without reasonable accommodation.    
 

 

 

Signature         Date       
 

Printed Name _____________________________________ 

 

 

Lyon County Representative Signature           

 


