Borden County Commissioner’s Court
P.O. Box 156  -  117 East Wasson
Gail, Texas 79738

806-756-4391

Norman “Jibber” Herridge
Randy Adcock
Commissioner - Precinct #1
Commissioner - Precinct #2

cathy York Palmer, Ed.D
County Judge
Emma Swift
Greg Stansell
Commissioner - Precinct #3
Commissioner - Precinct #4

County Judge Administrative Assistant
	Title: 

Administrative Assistant

	Opening Date:

05/14/2025
	Application Deadline: 

Until filled

	Department: 

Judge’s Office
	Salary:

Negotiable, based on experience
	Location: 

Gail, TX 


Brief Description: Under the supervision of the County Judge, the administrative assistant performs a variety of administrative and clerical duties, specialized in nature to the facilitation of reports, maintaining records while working in coordination with other county employees to further the goes of the commissioner’s court.   

Knowledge, Skills and Abilities: Organization necessary to assist department officials, the general public while answering calls to the Judge’s office.  Ability to prepare and type correspondence, memos, reports, forms and documents.  Ability to maintain records including filing system of the office, assisting with public information requests and updating handbooks. Knowledge of Microsoft Office applications such as Outlook, Word, Excel, Power Point as well as other computer applications.  Learn to operate office machinery such as computer, copier, fax, scanner and 10 key by touch; communicate both orally and in writing effectively; Maintain confidentiality to its highest regard; Be detailed oriented, file in alpha, numerical and chronological order, Establish good writing skills, maintain and establish effective working relationships with Elected Officials, Commissioners, peers and general public; Be mature, dependable, resourceful, and able to work in a team and independently; Adhere to promptness and arriving to work on time.    
Minimum Qualifications:  High school diploma or GED (Required); Notary Public (Preferred) 

Contact: 806-756-4391 for more information

