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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
Performs a variety of office administrative and secretarial assistance duties in support of the Assistant General Manager or Executive Manager and associated administrative staff; organizes and maintains a variety of calendar schedules, files and records; and performs related duties as assigned. 

CLASS CHARACTERISTICS

This is the third highest level office administrative class of the district. This class is distinguished from other District secretarial classes in that the nature, diversity and scope of responsibilities originating from this senior manager level require the frequent use of discretion, initiative and independent judgment. Responsibilities include regular contact with local, state and federal government officials, consultants, representatives of business or community organizations, members of the Board of Directors and all levels of District personnel. 

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
1. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Performs office administrative and secretarial duties in support of the Assistant General Manager, Executive Manager and associated administrative staff; coordinates and monitors work assignments from multiple staff.

2. Types and proofreads a wide variety of reports, letters, memoranda and charts; types from rough draft, stenographic notes or verbal instruction; takes and transcribes dictation.

3. May independently compose correspondence and review for completeness, accuracy and compliance with policies and procedures.

4. Organizes and maintains filing systems and records; develops and implements filing systems; modifies systems as appropriate.

5. Maintains a calendar of activities, meetings and events for assigned management staff; coordinates activities with other departments, agencies and the public.

6. Opens, sorts and distributes mail and correspondence.

7. Coordinates meeting activities; schedules meetings and prepares agendas; arranges facilities; notifies participants; takes and disseminates notes.

8. Screens office and telephone callers; responds to requests from internal and external sources; provides information using regulations, policies and procedures relating to assigned responsibilities.

9. Enters and retrieves data from on-line computer systems; processes and distributes computer generated reports.

10. Operates a variety of office equipment including phones, computers, copiers and facsimile machines.

11. Assists with a variety of tasks in assigned area; performs special projects and assignments as requested.

12. Assists other staff assistants as necessary and provides relief in their absence.

QUALIFICATIONS

Knowledge of:
Administrative and secretarial practices and procedures.

Current office procedures, methods and equipment including computers and 

supporting word processing and spreadsheet applications.

Principles of business letter writing and basic report preparation techniques.

Practices used in minute taking and preparation.

Principles and procedures of record keeping.

English usage, spelling, grammar and punctuation.

Related Federal, State and local codes, laws and regulations.

Skill in:
Performing a wide variety of administrative and secretarial services.

Prioritizing work tasks from multiple sources.

Preparing correspondence and memoranda.

Maintaining confidential files, records and reports.

Researching, analyzing, compiling and summarizing a variety of materials.

Operating office equipment including computers and supporting word processing and spreadsheet applications.

Typing at a speed necessary for successful job performance.

Taking and transcribing dictation at a speed necessary for successful job

performance.

Responding to requests and inquiries from the general public.

Learning the organization and function of a public agency.

Learning, interpreting and explaining District policies and procedures.

Working independently in the absence of supervision.

Establishing and maintaining effective working relationships with those 

contacted in the course of work.

Communicating clearly and concisely, both orally and in writing.

MINIMUM QUALIFICATIONS
Education:
Possession of a high school diploma, GED or recognized equivalent.

Experience:
Three  (3) years of (full-time equivalent) verifiable secretarial and office 

administrative experience.

WORKING CONDITIONS
Environmental Conditions:

Office environment; exposure to computer screens.

Physical Conditions:

May require maintaining physical condition necessary for sitting for prolonged periods of time.
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