
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
JOB TITLE: Office Assistant III 
 
EXEMPTION STATUS: Non-Exempt 
 
JOB CATEGORY: Administrative Support Workers 
 
BARGAINING UNIT: Non-Supervisor 
 
GENERAL SUMMARY: 
 
Under general supervision from the assigned Supervisor and/or Department Head, performs a 
variety of highly responsible office support work for the assigned department at the Las Vegas 
Clark County Library District (Library District). 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

Essential Duties & Responsibilities of Office Assistant II plus: 
 

1. Coordinates and provides services for assigned department. 
 
2. Monitors workload and work activities, establishes priorities, and meets established 

deadlines. 
 
3. Generates correspondence, memos, agendas, minutes, permits, orders, purchase 

requisitions, ordinances, reports, claim forms, manuals, annual budgets, or other 
relevant materials appropriate to assigned department. 

 
4. Proofreads correspondence, forms, and other related documents for accuracy and 

completeness. 
 
5. Creates and edits database files and inputs and retrieves a variety of data and 

information utilizing. 
 
6. Compiles, prepares, and distributes reports, invoices, and other relevant materials 

appropriate to the assigned department. 
 
7. Researches and develops resources that create timely and efficient work flow. 
 
8. Provides technical and administrative information pertaining to the assigned 

department. 
9. Performs a variety of essential and complex record-keeping duties; maintains 

departmental record-keeping, filing systems and a variety of statistical records. 
 



 

 

10. Schedules meetings, interviews, travel, equipment repair and service, or other 
department functions. 

 
11. Receives and reviews various reports, plans, and applications for the purpose of 

verifying accuracy. 
 

12. Acts as a liaison between Department Head and outside agencies, gathering and 
relaying information as needed. 

 
13. Performs other duties as assigned. 

 
CORE COMPETENCIES: 

• Customer Service  

• MS Word & Excel  

• Confidentiality 

• Filing and Record-Keeping 

• Public Sector Ethics  

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: High school diploma or GED equivalency. 

Preferred: N/A 

• EXPERIENCE:  

Required: Three (3) years of general office support, secretarial, or related work 
experience 

Preferred: N/A 

• License or Certification:  

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the 
time of hire. 

Preferred: N/A 

• PHYSICAL REQUIREMENTS: Essential and marginal functions may require standing 

and walking; frequent lifting and carrying objects of light weight (5 - 10 pounds) and 

occasional lifting and carrying objects of moderate weight (12 - 20 pounds); bending, 

stooping, reaching, and pushing; minimal dexterity in the use of fingers, limbs, or body in 

the operation of office equipment; utilizing a keyboard, and sitting, or standing for 

extended periods of time. 

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 

• Knowledge of Library District, Branch, and departmental policies and procedures. 

• Knowledge of Library District terminology and functions. 



 

 

• Ability to maintain effective working relationships with those contacted during the course 
of work. 

• Ability to understand and follow oral and written instructions. 

• Ability to communicate clearly and concisely, both orally, and in writing in English. 

 
 
DEVELOPED:   July 1, 1995 
 
 
UPDATED:  September 17, 2026 
 


