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ADMINISTRATIVE ASSISTANT – WATER AND WASTEWATER
Name: ______________________________________
Date: ___________________

Email address:


Feel free to reformat this form on your own computer.

EXPERIENCE AND KNOWLEDGE:  Describe your experience and knowledge in the following areas:

A.
Composing letters, reports and other business documents.
B.
Handling confidential information/documents.
C.
Making travel arrangements. 

D.
Utility terminology and practices. 
E.
Construction terminology and specifications.
F.
Customer Service.
G.
Dealing with difficult customers.
H.
Working and communicating with the public, disseminating public information.
I.
Working with suppliers, vendors and contractors.
J.
Proofreading and editing written communications as needed for style and quality.
K.
Assisting other employees in preparation of written communications.
EXPERIENCE AND KNOWLEDGE (Continued):  
L.
Participating in cross training and filling in for positions with varying duties.
M.
What word processing programs have you used?  



Would you consider your word processing skills as: 


(  Basic
(  Intermediate   
(  Advanced

N.
What spreadsheet programs have you used?  


Would you consider your spreadsheet skills as: 


(  Basic
(  Intermediate   
(  Advanced

O.
Do you have experience using AutoCAD or ESRI Programs? 



Would you consider your skills as: 


(  Basic
(  Intermediate   
(  Advanced
P.
Number of years experience in the utility industry
______

Q.
Number of years experience in office and administrative functions
______


Provide recent examples

R.
Additional experience and knowledge related to this position

EDUCATION, TRAINING AND LICENSES:

A.
High school diploma or equivalent:


(  yes
(  no


B.
College, University or Technical School attended: 


Years:

Degree, certificate, classes taken:


College level courses in composition, office practices and communications:

C.
List additional education, training courses or certifications related to this position:

OTHER:
Specify how you heard about this job opening:

· Ad:
Name of Newspaper/Bulletin

· Website:
URL


· Referred by:
Name

· Other:




Signature



Date
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