
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Administrative Secretary 

All applications must be submitted by 5:00 p.m. on the date the position closes. 
 

SALARY:  $15.74 - $16.95 Hourly OPENING DATE: 12/19/16 CLOSING DATE: 01/06/17 05:00 PM 
 
GENERAL INFORMATION:  

The Minnehaha County Highway Department invites applications for an Administrative Secretary to join 

their team in supporting the department's mission to provide a safe, efficient, and reliable highway 

infrastructure system.  This full-time career opportunity offers: 

  

 Opportunity to work with wide variety of people 

 Strong support from experienced staff  

 Fantastic summer schedule - 4 day work weeks with Fri/Sat/Sun off!! 

 Comprehensive benefits including paid holidays; health, dental, vision, and life insurance; 

generous PTO program; extended sick leave program; retirement through the South Dakota 

Retirement System (SDRS); and a deferred compensation plan 

 

The hiring range for the position is $15.74 - $16.95 hourly with salary growth potential to 

to $22.80 hourly. 

 

Please attach a cover letter to the online application.  
  
EXAMPLES OF DUTIES INCLUDE: 

Answer, screen, and direct phone calls.  Greet and assist walk in clients and the public as the first point 

of contact for the department.  Prepare, process, route, file, and maintain correspondence, permits, 

employee paperwork, and general documents.  Assist in completing daily time sheets and performing 

computerized construction cost accounting for projects, time, and equipment.  Prepare official notices, 

prepare and circulate engineering and contractor agreements and contracts, review contract progress, 

obtain signatures and distribute documents to contractors and consultants.  Track documents and 

monitor deadlines.  Assist the public and contractors with permits.  Cross-train with the Highway 

Accountant to assume selected duties when necessary.  
  
MINIMUM QUALIFICATIONS:  

High school diploma or GED plus two years of increasingly responsible clerical experience.  Comparable 

combination of education and experience may be considered.  Ability to operate a personal computer 

with reasonable speed and accuracy.  Experience utilizing Microsoft Office programs.  Ability to 

consistently perform duties with a strong attention to detail and high degree of accuracy.  Ability to 

perform a variety of secretarial and clerical tasks exercising independent judgment.  Thorough 

knowledge of modern office practices and procedures.  Ability to communicate effectively orally and in 

writing.  Ability to establish and maintain effective working relationships with employees, other 

agencies, and the public.  Ability to maintain professional appearance and demeanor.    
  
PREFERRED QUALIFICATIONS:  

Post secondary education.  Experience with record keeping procedures, employee time sheets, and/or 

data tracking.  Experience performing secretarial duties in the office of a highway construction 

department or a similarly related environment.  Experience with basic accounting procedures.  
   

APPLICATIONS MAY BE FILED ONLINE AT: http://jobs.minnehahacounty.org  
OUR OFFICE IS LOCATED AT:  
415 N Dakota Avenue, Sioux Falls, SD 57104  
605-367-4337 jobs@minnehahacounty.org  

Job #17-13  
ADMINISTRATIVE SECRETARY  

JA  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, 
national origin, citizenship, ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. Arrangements for 
accommodations required by disabilities can be made by contacting Human Resources at (605) 367-4337.  
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