
OFFICE  OF  THE  SHERIFF 

Pend Oreille County, Washington 

 

POSITION  DESCRIPTION 

 

 CLASS TITLE:  Civil Deputy/ITS Administrative Assistant 

 SERIES: Civil 

 DATE:   January 1, 2020   

 SUPERVISOR:   Civil Deputy: DEM Deputy Director 

  ITS Administrative Assistant:  ITS Director 

 

Position: The Civil Deputy/ITS Administrative Assistant is a non-exempt, union, non-sworn, classified 

position subject to the direct supervision of the DEM Deputy Director and the ITS Director.  The Civil 

Deputy/ITS Administrative Assistant position is a Civil Deputy and an ITS Administrative Assistant 

position merged into one position.       

 

The Civil Deputy assists in general office duties, training operations, safety and volunteer coordination 

and assists with the coordination of Emergency Management Programs within the Pend Oreille County 

Sherriff’s Office Emergency Management Division under the direction of the Deputy Director.  

 

PRIMARY JOB FUNCTIONS: 

1. Prepares accounts payable vouchers. 

2. Assists in preparing annual project applications and semi-annual reports.  

3. Maintains all filing systems for Emergency Management and Search and Rescue. 

4. Prepares grant billings and assists with grant reporting. 

5. Receives and deposits funds with the County Treasurer. 

6. Maintains the Division Equipment Inventory. 

7. Various clerical duties including answering phone messages and emails, preparing forms, 

correspondence, reports, letters, invoices and various other records. 

8. Responds to the Emergency Operations Center to assist in disaster coordination. 

9. Other duties as assigned by the Deputy Director and/or Executive Administrative Assistant. 

 

 

The ITS Administrative Assistant provides administrative support to the ITS Director and the IT 

Department. 

 

PRIMARY JOB FUNCTIONS: 

1. Prepares accounts payable vouchers. 

2. Prepares accounts receivable invoices and monitors balances due. 

3. Receives and deposits funds with the County Treasurer. 

4. Maintains all filing systems for ITS. 

5. Prepares and submits bi-monthly payroll to the County Auditor. 

6. Maintains the Department Equipment Inventory. 

7. Enters and tracks ITS Help Request Tickets. 

8. Various clerical duties including answering phone messages and emails, preparing forms, 

correspondence, reports, letters and various other records. 

9. Other duties as assigned by the Director. 

 
 

 

 

 



ESSENTIAL JOB FUNCTIONS:  These essential functions are based upon universal management rights 

and expectation of all employees to: 

 

1. Maintain regular and predictable attendance. 

2. Give a full day’s work for a full day’s pay.  

3. Comply in letter and spirit with the Mission, Oath of Office, Ethical Values,      

directives, policies, procedures, customs and practices.  

4. Be mentally and physically fit and prepared for work.  

5. Learn the job; stay updated and current on case law, threats, trends, and changes in  

the profession. 

6. Adjust to change in a positive manner.  

7. Respond in a professional and positive manner to management’s directives.  

8. Use work time to be productive in an efficient, effective and safe manner.  

9. Maintain the trust, faith and confidence of the Sheriff and the ITS Director and be loyal to 

the lawful interests and needs of the organization.  

10. Maintain a harmonious work relationship with other personnel, agencies, and community 

partners. 

 

MINIMUM QUALIFICATIONS: The position of Civil Deputy is a non-sworn, classified civil service 

position as defined under R.C.W. 41.14.070.  

 

Applicants for this position must meet all the “General minimum Qualifications” listed in the Pend Oreille 

County Civil Service Classification Plan. Must possess a High School diploma or equivalent. Vision must 

be corrected to 20/20 with no color blindness. Must possess and maintain a valid vehicle operator’s license. 

Must be able to type at least 30 words per minute. 

 

WORKING CONDITIONS: Work is performed in inside and outside environments with periods of 

standing, sitting and kneeling. Hand-eye coordination and fine manipulation skills are necessary to operate 

computers and various office machines. This position also requires good listening skills and involves heavy 

lifting of up to 50 pounds. Regular and punctual attendance is required. Duties must be performed during 

scheduled hours and within the department offices (no telecommuting).  

  

 

 

 

 
 


