
 
 

 

 

 

 

 

 

 

 

 

SUMMARY:   

The duties are performed with considerable independence under the general supervision of 

the Administrator. As with all positions within the department, response at any time may 

be required to assist with workload or in any emergencies that arises. 
 

BASIC FUNCTIONS: 

1. Performs clerical duties of intermediate difficulty in the sense of depth of analysis 

and use of individual judgment. 

2. Requires sound knowledge of department procedures related to work performed. 

Organizes and expedites work through supervisor’s office. Initiates follow-ups. 

3. Processes repetitive documents or transactions in accordance with established 

procedures. Complies special reports which are only variations of standard reports 

and which involve readily available information. 

4. Performs general clerical work as required. (Types, sorts, files, etc.) Responsible 

for answering the telephone, handling complaints by the general public. 

5. Regularly deals with the public. Receptionist, taking telephone calls and greeting 

visitors, answers routing questions and furnishes information when possible.  

6. Is responsible for cash receipt tickets once he/she has signed the cash receipt book 

and until the funds and receipts are turned back in. 

7. In the absence of the scale operator, responsible for operating the computerized industrial 

scale servicing the Terrebonne Parish Pick-up Facility, Compost Facility, and Terrebonne 

Parish Construction and Demolition Landfill. Assist in checking material content of vehicles 

entering the landfill for disposal purposes to insure that only authorized material is 

introduced into the landfill. If material is questionable, direct the driver off the scale to a 

designated area to have the load checked by a supervisor. 

8. Be capable of operating computerized scale, calculator, copy machine, telephone, 

computer, fax, typewriter, and any other equipment required to perform job functions. 

9. Performs maintenance on user fee accounts. 

10. Performs other duties as assigned or deemed necessary by supervisor. 
 

OTHER REQUIREMENTS: 

1. Works in plant environment, in which there is frequent exposure to noise, heat, dust 

and odorous conditions. 

2. This position is responsible for dispatching knuckle boom operators daily. 
 
 

EDUCATION/EXPERIENCE: 

1. Possess a high school diploma or equivalency certificate with a minimum of two 

years office experience or related field. 

2. Must be willing to work extra hours during normal work week and/or weekends and holidays. 
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