
 SMYTH COUNTY 

ADMINISTRATIVE ASSISTANT – ECONOMIC DEVELOPMENT 

FULL TIME POSITION 

Smyth County is currently seeking applications for the position of Administrative Assistant for the 

Economic Development department.  

Under the direction of the County Administrator, the successful applicant shall provide administrative and 

clerical support in the area of economic and community development. The Administrative Assistant 

provides support of a responsible nature, requiring interpretations and understanding of established policies 

governing county operations and programs, and the handling of confidential matters. The Administrative 

Assistant prepares various correspondence, maintains routine reports, data bases, spreadsheets and prepares 

presentations; updates documents, maintains copies and files for department; attends meetings and records 

meeting minutes; prepares meeting packets of information; publishes legal notices and provides 

administrative support to Boards and Commissions as needed. 

Responsibilities include maintaining a continuing program of support with new and existing businesses and 

industry in the County, identifying and tracking funding source, and meeting required reporting deadlines. 

Working with other local, regional and state agencies in the economic development process. Identifying 

and accessing needs for community improvement through rehabilitation projects and assisting with funding 

and community grant processes.  

Other duties include developing and maintaining a public relations media plan to promote communication 

through email and marketing promotions and online communications related to topics of community 

interest on social media platforms. 

Performs other duties as required.  

Education and Experience: Equivalent combination of education, training, and experience which provides 

the requisite knowledge, skills and abilities for the position required. Associate’s Degree or Bachelor’s 

Degree in Business Administration or an economic development related field preferred. Two (2) years of 

clerical experience preferred. Experience in government, public administration, or economic development 

performing specific duties related to economic development preferred. 

Knowledge, Skills, and Abilities: Proficiency in Microsoft Office to include Word, Excel, and PowerPoint. 

Thorough knowledge of business English, spelling, punctuation and arithmetic.  Knowledge of office 

equipment, practices, and procedures.  Knowledge of county operations and organizations. Ability to keep 

and maintain complex records and prepare standardized reports. Skill in typing with appropriate speed and 

accuracy. Ability to deal tactfully, courteously, and professionally with elected officials, staff, and the 

public.   

Annual Salary Range: $30,000-$34,000 DOQ plus County benefit package.  

Applications for employment available online at www.smythcounty.org under the Human Resources link 

or at the Smyth County Administrator’s Office.  Please submit applications to the Smyth County 

Administrator’s Office at 121 Bagley Circle, Suite 100, Marion, VA 24354. COMPLETED 

APPLICATION MUST ACCOMPANY RESUMES.  

Deadline to apply:  October 29, 2018 

SMYTH COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER  

http://www.smythcounty.org/

