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KNOWLEDGE REQUIRED 
Administration & management, federal, state, local laws, regulations, statutes, finance, human resources management and law & 
government. 

SKILLS REQUIRED 
Active listening, analytical thinking, analytical writing, communicating diplomatically, public speaking (large groups), problem solving, 
analyzing operations, time management. 

ABILITIES REQUIRED 
Consider options, risks, and benefits, make sense of multiple information, read and write at professional level, solve problems through 
deductive reasoning, speak clearly and sensibly. 

 PHYSICAL DEMANDS 
 Routinely stands to present, train, deliver presentations, or speeches. On rare occasions, may stand to attend to customers, may stand 

to attend to reported incidents. 
 May be required to lift work related materials, equipment, tools, and/or gears up to 10 lbs. 
 Regularly sits to operate computers, calculators, or other office tools, programs or documents. May occasionally sit to operate special 

equipment or tools other than computers. On rare occasions, may sit at the reception areas and perform watchmen duties.  
 Routinely requires dexterity, hand/eye coordination for operating keyboards, mouse, and calculators. 

 Occasionally, may be required to walk or drive to, from, and between work sites.

WORK ENVIRONMENT 
Incumbents in this position constantly spends time in an office environment. 

SAFETY RISK EXPOSURE 
Incumbents in this position are generally not exposed to safety risks; occasionally may become exposed to telephone verbal abuse by 
customers, or citizens and emotional individuals. 

PROTECTIVE GEAR & SAFETY MANUALS 
Incumbents in this position are required to follow written safety procedures and manuals relevant to the division or department.  

CONSEQUENCES OF ERROR 
Potential errors can have legal ramifications, loss of funding, loss of organization's credibility.  

 
 
 
 
 
 
 
 
 
 
 
 

NOTICE:  APPLICANTS MAY BE REQUIRED TO FURNISH, AT THEIR OWN EXPENSE, DOCUMENTARY PROOF OF EDUCATIONS, CERTIFICATION,  
REGISTRATION, LICENSE OR ANY OTHER PROOF OF COMPETENCY AS REQUIRED IN THE OFFICIAL CLASSIFICATION DESCRIPTION OR    
ANNOUNCEMENT AND MAY BE REQUIRED TO UNDERGO PHYSICAL, PSYCHOLOGICAL AND/OR BACKGROUND INVESTIGATIONS AS A CONTINUING 
CONDITION OF EMPLOYMENT.  FURTHER, APPLICANTS FOR POSITIONS REQUIRING OPERATION OF A COUNTY OR PERSONAL VEHICLE ON   OFFICIAL 
BUSINESS MUST POSSESS AND MAINTAIN COUNTY OR PERSONAL VEHICLE OPERATORS LICENSE.  GILA COUNTY DOES NOT DISCRIMINATE ON THE    
BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, RELIGION, AGE OR DISABILITY, AND FAMILIAL STATUS IN EMPLOYMENT OR THE PROVISIONS OF  
SERVICE.  AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER. 


