
Champaign County Job Description 
Job Title: Administrative Assistant 
Department: Champaign County Veteran’s Assistance Commission 
Reports To: Superintendent 
FLSA Status: Exempt 
Employment Status: Non-Bargaining 
Pay Grade: E 
Prepared Date: February 2024 

Summary 
Under the supervision of the Veteran’s Assistance Commission’s (VAC) Superintendent, 
embraces the Champaign County Veteran’s Assistance Commission (CCVAC) mission 
and embraces the fact that they are the first person that the client sees or hears. 
Works directly with office staff to guarantee all administrative tasks are efficiently and 
effectively implemented. 

Essential Duties and Responsibilities 
Includes the following. Other duties may be assigned. 

• Assist with basic and complex questions over the phone, in-person, email, or by 
mail. 

• Oversees scheduling, preparing related correspondence, and determines follow-
up for unresolved issues. 

• Fully comprehend, plan, establish, and implement office methods and 
procedures. 

• Processes warrants to the county on behalf of veterans and their families. 
• Perform face to face and over the phone general intake of veterans and their 

families. 
• Answer correspondence pertaining to CCVAC administrative processes, provides 

appropriate resources, compiles various statistical reports as requested. 
• Performs coordinating work involving guidelines and rules with constant problem-

solving which requires continuous, close attention for accurate results or 
frequent exposure to unusual pressure. 

• Always maintains process improvement mindset to streamline all processes and 
procedures. 

• Gathers, organizes, analyzes, examines, or evaluates data or information. 



• Processes all data, receipts, folios, and billing for veterans and their families in 
CCVAC Programs. 

• Coordinates, maintains, analyzes, and summarizes fiscal and statistical data and 
prepares financial spreadsheets. 

• Proactively communicates to all vendors to minimize delays or loss of service. 
• Retrieves incoming mail and distributes it to the appropriate staff and prepares 

all mail correspondence to be mailed and tracked. 

Supervisory Responsibilities 
This job does not exercise any supervisory responsibilities. 

Qualifications 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. 

Education and Experience 
• High school diploma or general education degree (GED). 
• Associate’s degree -or- at minimum three (3) years of experience in 

customer service. 

Language Skills 
• Effective and understood communicator that can comprehend written 

dialog. 
• Ability to read, write, and speak both formally or informally and effectively 

to all people. 

Other Qualifications and Requirements 
• Must be a qualified veteran, spouse of a veteran, or a veteran’s 

dependent. 
• Must be a U.S. citizen. 
• The successful applicant will perform mandatory online training on HIPPA, 

Cybersecurity, and office policies and procedures. 
• Comfortable and knowledgeable in the use of Microsoft Office products. 

Certificates, Licenses, Registrations 
• As required. 



Physical Demands 
The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. 

• Requires ability to perform moderate dexterity in operating machinery,
tools, or office equipment.

• Requires light to medium work involving standing, walking some of the
time, walking up and down stairs, and lifting up to twenty (20) pounds.

• Requires normal visual acuity and field of vision, hearing, and speaking
abilities.

Work Environment 
The work environment characteristics described here are representative of those 
an employee encounters while performing essential functions of this job. 

• Office temperatures can range from extreme heat to cold.
• This position works with people from all walks of life on a day-to-day

basis.

Notice 
This document contains wording of a description of a general class of positions within 
the Champaign County salary administration program. The description contains 
examples of duties and responsibilities which may or may not be considered essential 
functions to a particular job or position with this job class. “Essential functions” are to 
be determined at the position of job level within each department. 
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