
 

Ashland | Charles City | Chesterfield | Goochland | Hanover | Henrico | New Kent | Powhatan | Richmond 

Richmond Regional Planning District Commission 

9211 Forest Hill Avenue, Suite 200 | Richmond, VA 23235 | (804).323.2033 

 

Administrative Assistant 

Summary 

The Administrative Assistant position is responsible for providing general support to the 
Executive Director including coordination of various administrative tasks and delivery of 
special projects for the advancement of the organization.  The position requires a high level 
of organization and maturity and provides opportunity to exposure to a variety of 
administrative and organizational development activities.  Increased responsibility for 
special projects is expected to grow over time with growth potential in areas supporting 
critical administrative functions of the organization including Human Resources, Finance, 
Purchasing and Procurement.  Specific duties are designed to support the separation of 
duties necessary for the agency’s internal financial controls and require a high level of 
attention to detail, reliability, and judgement.     As time permits, the Administrative Assistant 
will be called upon to provide support to the Director of Transportation, and Director of 
Finance.  The Administrative Assistant will provide back up support to the Transportation 
Program Coordinator and other positions whose primary responsibility is to support the 
boards, commissions and authorities supported by PlanRVA.   

Essential Functions 

 Provide Executive Support:  Provides administrative support as needed to the 
Executive Director including calendar and inbox management, coordination of specific 
events, preparation, and review of communication to staff, Commissioners and external 
stakeholders. 
 

 Fulfill Commission Support Needs and Oversee Records Management:  Supports 
development and distribution of meeting materials for regular Commission meetings 
and other committees as necessary and assists with maintenance and organization of 
Commission records including meeting minutes, correspondence and other official 
actions of the Commission and the Executive Director related to agency operations and 
policy.  
 

 Perform General Office Administration Activities:  Provides support to the Finance 
Manager in activities related to supply purchasing and inventory management, 
equipment support and maintenance, electronic file organization and maintenance, 
receipt, handling of all deliveries, mail and other unscheduled visits and inquiries and 
processing of any checks received at the office. 
 

 Coordinate Special Projects and Assignments:  Liaise with various internal staff 
working groups to support projects with internal advancement and support 
identification, planning, and coordination of various employee engagement activities, 
support annual review and update of agency policies and procedures, manage, and 
implement activities related to the agency’s Continuity of Operations Planning efforts 
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and oversee other efforts as defined by the Executive Director to fulfill objectives of the 
organization’s strategy and key imperatives.   

Competencies 

 Communication Proficiency, including strong writing and verbal skills with ability to 
communicate directly (both formally and informally) with various individuals with 
whom the Executive Director interacts.   
 

 Technical Capacity, including familiarity with word processing, document preparation 
and data management software including MS Office and Adobe products and with 
high proficiency in calendar and scheduling applications and virtual meeting platforms.    
 

 Project Management, including: the ability to identify steps necessary to initiate and 
complete projects supported through individual efforts and among team members.  
Successful persons possess initiative and situational awareness with capacity to 
anticipate future needs and obstacles.    
 

 Problem Solving and Analysis, including:  the ability to think creatively and critically to 
resolve conflicts and to anticipate barriers or challenges before they occur.  Successful 
persons can manage multiple projects and deadlines and resolve scheduling or other 
conflicts with ease and without supervision.   
 

 Strong Organizational Skills and Multi-Tasking Capability, including:  the ability to 
manage multiple projects at varying stages and levels of complexity and to proactively 
communicate the status of work efforts without prompt across various audiences and 
project participants.   

 

Supervisory Responsibility 

This position does not include supervisory responsibility on an ongoing basis but may 
include temporary staff or volunteer supervision and requires coordination of multiple 
members of staff as project lead or primary individual responsible for a given activity or 
project. Significant coordination with other staff members is essential.   

Position Type/ Expected Hours of Work 

This is intended to be a full-time exempt position with expectation of working a standard 
work week with some flexibility- especially to accommodate deadline specific activities and 
work life balance.  Occasional early morning, evening and weekend work may be required 
for specific project deadlines or meetings as job duties demand.   

Travel 

Some travel within the region for meetings or training is expected.  Limited out of region 
travel may be involved to support professional development and representation of the 
region in state and national events.   

Required Education and Experience 
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Bachelor’s degree or equivalent relevant work experience with strong work tenure of 5 or 
more years’ experience in a similar position.   

 

 

Work Environment 

This job operates in a professional office setting.  This role routinely uses standard office 
equipment such as computers, phones, photocopiers, fax machines and filing cabinets.   

Physical Demands 

While performing duties of this job, the employee is regularly required to talk or hear.  The 
employee is frequently required to stand, walk, use hands to touch, handle or feel and to 
reach with hands and arms.   

The position requires the ability to occasionally lift office products, small equipment and 
supplies up to 30 pounds.     

Additional Eligibility Qualifications 

None required for this position.   

Work Authorization/ Security Clearance 

The position requires review of driving records for eligibility to operate the agency vehicle.    
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--- 

This position description is not designed to cover or contain comprehensive listing of 
activities, duties or responsibilities that are required of the employee for this position.  
Duties, responsibilities, and activities may change at any time with or without notice.   

PlanRVA strives to cultivate and maintain an inclusive culture among its staff members.  
We are committed to the principle of equal employment opportunity for all employees and 
to providing employees with a work environment free of discrimination and 
harassment. All employment decisions are based on agency need, job requirements and 
individual qualifications, without regard to race, sex, color, national origin, religion, sexual 
orientation, gender identity, age, veteran status, political affiliation, genetics, disability, or 
any other status protected by the laws or regulations applicable in the Commonwealth of 
Virginia.   

 

 

  

 

  


