
Employment Opportunity 

 
Administrative Assistant 
 
The Hardin County Appraisal District is currently accepting applications for a full time administrative 
assistant position.  Applicants must have a high school education or equivalent.   
 
Applicants must also possess good computer and people skills and have excellent phone etiquette; have 
a valid Texas Driver’s License and proof of auto liability insurance; and reliable transportation. 
 
Requirements include knowledge of office management system and procedures, excellent time 
management skills, ability to multi-task and prioritize work, attention to detail, excellent written and verbal 
communication skills and strong organizational and planning skills. 
 
Administrative Assistant responsibilities include providing administrative and office support to ensure 
efficient operations of the office and each department. 
 
 Responsibilities also include: 

 Answer and direct phone calls 

 Organize and schedule meetings and appointments 

 Maintain a current contact list  

 Produce and distribute correspondence memos, letters, faxes, and forms 

 Assist in preparation of regularly scheduled reports and state audits 

 Maintain a filing system 

 Assist in travel arrangements 

 Submit and reconcile expense reports 

 Provide general support to visitors/taxpayers 

 Payroll 

 Human Resources 

 Dependability-Job requires being reliable, responsible, dependable, and fulfilling 
obligations 

 Prior Appraisal District, or general office work and management experience is desired 

 Ability to establish and maintain effective working relationships with peers, professionals, 
and management 

 Must be self-motivated and able to meet required deadlines 

 Must be willing to assist when needed in any department of our office to ensure deadlines 
and help with workflow 

 
The District is seeking applicants who are looking for long term employment with the possibility of 
advancement. 
 
Applicants/Resumes will be accepted until the position is filled.  Salary range will be contingent upon 
qualifications and commensurate with experience. 
 
Our office is currently closed to the public due to COVID-19, so applications will be accepted by mail or 
email to hcad@gtbizclass.com.   
 
Attn:   Crystal Smith 
 Hardin County Appraisal District 

PO Box 670  
105 S Pine Street 

 Kountze, TX 77625 
 
Date Posted:  May 15, 2020 
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