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Coastal Bend Council of Governments

JOB POSTING
October 28, 2025 – November 5, 2025


Job Title:			Administrative Assistant 			
Department:	Executive Director	
FLSA status:			Exempt
Effective date:		April 29, 2025


Job Overview:
The Administrative Assistant provides customer service and administrative support to the Executive Director and department staff. This position provides support in the reception area to ensure efficient daily operations. 

Essential Functions:
· Provide administrative support to the Executive Director, corresponding with stakeholders and board members as directed
· Provide customer service to internal staff and external stakeholders by engaging with staff and visitors in the reception area and responding to general inquiries from visitors. 
· Provide administrative support to department staff by processing mail, preparing mailouts, making packets for meetings, making basic website updates and answering phones.
· Prepare and maintain minutes for CBCOG Board Meetings and distribute to officials as directed by the Executive Director.
· Prepare CBCOG board meeting agenda and ensure it is posted and made available on the CBCOG website in accordance with open meetings requirements for public organizations
· Other admin responsibilities such as maintaining office key control, maintaining general office equipment, ordering supplies, setting up internal and external meetings as requested
· May be asked to perform special projects or assigned additional duties within the administrative function as directed by the Executive Director



Supervisory Responsibilities:
· None.

Required Skills/Abilities: 
· [bookmark: _Hlk6133993][bookmark: _Hlk5529801][bookmark: _Hlk3797719][bookmark: _Hlk5539721]Verbal and written communication skills. 
· [bookmark: _Hlk3879218][bookmark: _Hlk5542995]Interpersonal and customer service skills.
· [bookmark: _Hlk3815479][bookmark: _Hlk3879241]Organizational skills and attention to detail.
· Maintain confidentiality
· Time management skills with ability to prioritize tasks
· [bookmark: _Hlk3815493]Proficient with Microsoft Office Suite, specifically Word, Excel and Power Point, 

Education and Experience:
· A high school diploma or equivalent (G.E.D.) and three (3) years of administrative experience
· Bilingual preferred 

License and/or Certifications:
· Valid Class C driver’s license at time of application is required. Must obtain a valid Texas Class C driver’s license within 30 calendar days of employment.

Physical Requirements: 
· Prolonged periods of sitting at a desk 
· Use of a keyboard daily
· Must be able to lift up to 20 pounds occasionally
· Must be able to carry up to 20 pounds occasionally


Competitive Benefits
Paid time off
Sick leave
Retirement
Employee Paid Health Insurance
Annual Salary	48,000 – 58,000
Please send resume and cover letter to emily@coastalbendcog.org
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