SEVEN COUNTY INFRASTRUCTURE COALITION
REQUEST FOR QUALIFICATIONS (RFQ)
Administrative Assistant
October 4, 2023

Introduction

The Seven County Infrastructure Coalition (the “Coalition”) is an independent political subdivision of the
State of Utah. The Coalition is currently comprised of seven counties in Utah, including Carbon,
Daggett, Duchesne, Emery, San Juan, Sevier, and Uintah. This request for qualifications (RFQ) will be
used to select an Administrative Assistant to work under the direction of the Executive Director and the
Board of Directors. This is a contracted position for part-time work paid at an hourly rate based on
experience.

Criteria
The Administrative Assistant selected will function as the records officer and maintain all written records
for the Coalition. Prior experience working with a public entity is desirable but not required.

Qualifications

e Strong written and verbal communication skills
e Detail-oriented

e Proficient in proofreading and grammar

e Proactive and self-motivated

Essential Functions

e  Maintain written records for the Coalition in compliance with Utah State requirements for a
public entity

e Communicate in a professional manner with the Executive Director, Coalition Board Members
and Staff, and others including members of the public

e Responsible for posting and maintaining public notices and records in a timely manner and in
accordance with Utah Code

e Adhere to Rules and Regulations of the Coalition related to written records

e Prepare for and attend the monthly Coalition Board Meeting (usually held in Price, UT) including
agenda preparation, detailed meeting minutes, facility coordination, and follow-up meeting
tasks

e Attend other meetings as requested

e Update and maintain documents and other information on the Coalition’s website as needed

e Keep a detailed record of work performed and prepare a monthly invoice for payment

e Responsible for ordering needed office supplies and working with the finance office for payment

e Ability to effectively work remotely from a home office

e Provide administrative support to the Executive Director, Board Members, and staff as needed

e Other tasks as assigned



Submission

Statements of qualifications should be sent to the attention of Director, Keith Heaton via email to:
kheaton@7county.utah.gov Proposals must be received by the submission deadline of 12:00 p.m. on
October 16, 2023 (Mountain Daylight Time/MDT). Proposals received after the deadline will be ineligible
for consideration.

Selection

Proposals will be evaluated by the Executive Director and a selection committee. Selection will be based
on qualifications and the ability to perform the required work.

Terms and Conditions

This RFQ will be provided as requested to potential candidates. It will also be posted on the Utah Public
Notice Website and on the Coalition website.

Once submitted, the RFQ becomes the property of the Coalition and will be disposed of according to
Coalition policies including the right to reject responses/proposals in their entirety or by line item and

negotiate and waive provisions as needed and at its discretion.

Responses shall be open to public inspection according to Coalition policies.
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