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Job Title: New River Transit – Administrative Assistant
Location: Beckley, WV 25801
Starting Wage: TBD
Full- Time Position
Excellent benefits available after successful 90-day evaluation
Job Description: See next page
Qualification: See next page
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Cover letter, resume and job application must be submitted by email to heatherlilly@nrtransit.org
Closing date: October 2, 2026
For additional information, contact Heather Lilly at 304-894-8917



Job Description
NRTA
Job Title:	New River Transit Authority Administrative Assistant
Description: 	The Administrative Assistant provides comprehensive administrative, financial, customer service, and operational support to the New River Transit Authority. This position serves as the first point of contact for customers, assists with daily office operations, supports transit scheduling and dispatching as needed, processes accounts payable and accounts receivable functions, maintains records, and provides administrative support to management. The Administrative Assistant plays an essential role in ensuring efficient transit operations while maintaining compliance with agency policies and applicable federal, state, and local requirements.
Duties:	The Administrative Assistant shall perform, at a minimum, the following duties in carrying out the functions of the position:
1. Answers all telephone calls and follows through with voicemail; extends information to the public; customers as needed regarding routes and services available.
2. Must have extensive knowledge of all bus routes and be knowledgeable of all updated route/system changes. 
3. Counts fare money (Bus Fare) with one other employee at all times.
4. Maintains daily office cleaning and securement of facility
5. Adheres to NRTA company policies & procedures, FTA/DOT requirements.
6. Promotes an image of professional, courteous service as a representative of the New River Transit Authority with proper business casual dress attire required. 
7. Develop and maintain a funding calendar and deadlines schedule.
8. Maintain organized electronic and paper filing systems. 
9. Process incoming and outgoing mail. 
10. Order and maintain office supplies and equipment. 
11. Assist with Board of Directors meeting preparation, including agendas, packets, minutes, and document distribution. 
12. Maintain confidential personnel and agency records. 
13. Maintains knowledge of scheduling, dispatching, and vehicle maintenance software.
14. Receive, review, verify, and process monthly vendor invoices for payment. 
15. Prepare invoices for approval and payment in accordance with NRTA financial policies. 
16. Monitor payment deadlines to ensure timely processing. 
17. Communicate with vendors regarding billing questions or discrepancies. 
18. Prepare and distribute monthly invoices to outside agencies, contract providers, and funding partners for transportation services. 
19. Prepare reports and maintain documentation for audits and compliance reviews. 
20. Support annual audit preparation by organizing financial records and supporting documentation. 
21. Occasional training and travel are required.
22. May be asked to fill in for driver positions in times of need
23. All other duties related and assigned by the Assistant Director.

Qualifications: The Administrative Assistant needs to possess the following qualifications:
· Associate degree in Business Administration, Accounting, Office Administration, and/or minimum of two (2) years of administrative or office experience. 
· Scheduling or dispatching experience preferred. 
· Public transit or governmental office experience is desirable. 
· Experience in relevant Software applications.
· Ability to complete a multitude of tasks with little to no guidance.
· Skilled in customer service and working with diverse public.
· Excellent communication, writing, and interpersonal skills.
· Ability to work effectively with community leaders and organizations.
· Strong organizational and computer skills.
· Ability to process invoices accurately while maintaining confidentiality. 
· Flexible and able to quickly adapt to an ever-changing environment.
· Reliable transportation and a valid driver’s license.
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