Seeking Administrative Assistant (Part-Time)

The Elko Television District is seeking a part-time Administrative Assistant to assist with clerical and bookkeeping duties. The position entails: 

· Employed by the Elko Television District
· Part-time, not to exceed 1040 hours per year.
· Paid Bi-weekly, time sheets required for pay.
· Wage scale: $22.00 to $30.00 per hour, based upon qualifications and experience. Social security and Medicare withdrawals are deducted from bi-weekly paychecks. 
· Receive Per Diem per the TV District travel policy.
· Receive a $150.00 per month expense allowance for cell phone, internet, and other expenses incurred.

Qualifications

· High school diploma or equivalent.
· Must maintain a valid Nevada driver's license.
· State of Nevada Notary certification.
· Correct usage and knowledge of business English, including spelling, grammar, punctuation, vocabulary, and formats.
· Working knowledge of business correspondence formats, record keeping, report preparation, filing methods, and record management techniques.
· Knowledge of accounting methods, principles, and practices, including payroll, accounts payable, and accounts receivable, with a minimum of 2 years of experience in government accounting. 
· Computer literate with knowledge and experience with various software and hardware platforms, including, but not limited to, word processing, spreadsheets, PDF editing, and QuickBooks.
· Typing 40 words per minute accurately. 
· Employee must possess a phone, computer, a vehicle for transportation, and have access to high-speed internet to communicate with board members as needed.
· Employee must live within 20 miles of the City of Elko.





Job Requirements

· Ability to work with minimal supervision and direction
· Managing time effectively
· Occasionally lift and move up to 20 pounds.
· Understanding and carrying out complex written and oral communications
· Perform detailed clerical tasks in an accurate, orderly, and timely fashion
· Managing multiple deadlines and completing demands successfully
· React calmly and quickly under duress and strain
· Developing and maintaining effective working relationships with peers, supervisors, city, county, state, and federal officials, and the public as needed.
· Demonstrate excellent interpersonal skills, especially in dealing with the public.
· Maintain knowledge of all applicable federal, state, and local laws & regulations, including NRS 241, NRS 308, NRS 318, and Open Meeting Laws.
· [bookmark: _Hlk198369233]Work regularly with the TV District board chairperson and Infrastructure & Communications Coordinator via telephone, email, or conferencing platforms
· Make bank deposits, pick up and sort through mail, post monthly agendas, and travel to complete other projects as required
· Manage lease contracts, including drafting new contracts and contract amendments
· Prepare monthly, quarterly & annual invoicing and collect payments
· Receive, enter, and pay bills on time
· Prepare and submit monthly & bi-weekly payroll and quarterly & annual payroll reports
· Compose and distribute written materials, including memos, letters, and reports, in support of TV District operations to concerned parties or on an as-needed basis.
· Maintain office supplies, including postage, and manage office equipment, including a printer
· Draft clear and concise administrative and financial reports each month, including reconciling bank and investment accounts, and as requested
· Prepare and submit Tentative and Final Budgets each year, including creating reports requested by the board to assist in the budget process
· Assist with annual audit by providing requested documents to the auditor and preparing reports as needed
· Prepare and submit other government reports as necessary and required to maintain compliance with the State of Nevada
· Prepare monthly meeting Agendas, packets, and minutes
· Employee is required to attend ALL Elko Television District meetings. Most meetings are on the second Thursday of each month at 6 pm at the Elko County Courthouse. The employee must show up early to prepare for the meeting and turn on various programs to record the meeting and take meeting minutes.
· Other duties as assigned

The employee must be able to travel for the TV District when required, including to monthly board meetings, utilizing a personal vehicle. Expenses will be reimbursed by methods established in the TV District travel policy.


How to Apply

Any questions may be referred to the Elko TV District Infrastructure & Communications Coordinator, Ken Wiley, at (775) 397-1677 or kcwiley@citlink.net. Interested persons may submit a resume listing their qualifications by: 
Mail – Elko TV District, P.O. Box 456, Elko, NV 89803
Email – etvdsecretary@gmail.com

Applications must be postmarked by and will be accepted through Monday December 22, 2025 at 3:00 p.m. 
