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Position: Office Assistant
Location: Grants Pass, OR
Type: Full-Time
Salary: TBD
Application Deadline: until filed.
About Us: Grants Pass Irrigation District is dedicated to managing and improving irrigation systems that support our patrons of the district. We understand that the irrigation water that we provide is crucial to our patrons of the community within Grants Pass and the City of Rogue River.
Job Description: We are seeking a motivated and organized Office Assistant to join our team. This role involves providing essential administrative support and enhancing our interactions with patrons. The successful candidate will help manage day-to-day office operations, assist with communications, and contribute to creating a positive experience for our community, despite existing challenges.
Essential Functions:
· Answer phones and respond to emails in a professional manner.
· Greeting and assisting patrons.
· Route complaints to Ditchwalkers or managers as needed
· Perform data entry and maintain accurate records.
· Ability to work both independently and as part of a team.
· Ability to manage multiple tasks and prioritize effectively in a dynamic environment.

Qualifications:
· High school diploma or equivalent; some college coursework or relevant certification is a plus.
· Proven experience as an administrative assistant or in a similar role.
· Proficient in Microsoft Office Suite (Word, Excel, Outlook) and other office software.
· Experience with Collections preferred.


· Excellent organizational skills and attention to detail.
· Strong communication skills, with an ability to handle difficult interactions with patience and diplomacy.
· Attention to detail and problem-solving skills.
· Ability to work both independently and as part of a team.
· Ability to manage multiple tasks and prioritize effectively in a dynamic environment.
· Be able to pass a pre-employment drug test, as well as District random drug testing.
· Regular attendance and adherence to prescribed work schedule to conduct job responsibilities.
Benefits:
· Competitive salary.
· Health insurance after 91days (medical, dental vision) 
· District Contributions to PERS retirement
· 8 paid holidays/year, 9-12 days paid vacation/year (based on tenure), 12 days paid sick leave/year
· Life insurance
How to Apply: Please submit a GPID employment application, that can be found on GPID.com under the Employment Opportunity page, your resume, cover letter, and three professional references to gpid@gpid.com with the subject line " Application.”  Applications will be reviewed on a rolling basis until the position is filled.
Equal Opportunity Employer: Grants Pass Irrigation District is an Equal Opportunity Employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.
200 Fruitdale Dr
Grants Pass, OR 97527
Direct Line: 541-476-2582 Fax: 541-479-9461
Email: gis@gpid.com
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