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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

Provides primary administrative executive support duties to the Office of the General Manager; performs a variety of highly complex and confidential administrative and analytical duties; coordinates assigned activities with the respective offices of the Board Officers, Executive Managers, Departments Managers, outside agencies and organizations; and performs related duties as assigned. 

CLASS CHARACTERISTICS

This is the highest level of the Executive Staff Assistant series.  The single class provides the most complex and highest level of administrative and analytical duties in support of the Office of the General Manager. The incumbent receives only occasional instruction or as new or unusual situations arise, and is fully aware of the operating procedures and policies of the Office of the General Manager and the organizational structure of the District.  The nature, diversity, and scope of responsibilities originating from the Office of the General Manager require the frequent use of discretion, initiative and independent judgment.  Responsibilities include contact with federal, state and local government officials, consultants, representatives of business or community organizations, members of the Board of Directors and all levels of District personnel.  This classification is distinguished from the Executive Staff Assistants in that the Executive Staff Assistant provides complex administrative support to the Offices of the Controller/Treasurer, District Secretary, or the General Counsel.  
REPORTS TO

This position reports to the General Manager.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
1.
Performs highly complex and confidential administrative and analytical duties in support of the Office of the General Manager within the District; and manages all related administrative activities. 

2.
Performs a variety of research support duties; analyzes and prepares recommendations for solutions for various issues and concerns; coordinates activities  with various Executive Staff Assistants; contacts and refers to the appropriate Executive Manager for action as needed.

3.
Coordinates, compiles, develops and monitors budget; generates reports as required.

4.
Coordinates activities with other Board Offices, District departments, divisions, the public and outside agencies and organizations.

5.  
Organizes own work, sets priorities and meets critical deadlines; keeps the General Manager informed of pertinent District and departmental activities; tracks and conducts appropriate follow-up.

6.
Prepares, attends, and takes notes at the regular Board meetings; conducts follow-up of action items; monitors progression and completion of those items, and keeps the General Manager, and the Board of Directors informed of various activities.  

7.
Within established guidelines, acts upon requests for information from the Board of Directors; prepares written responses as required.  

8.
Screens incoming calls, responds to questions and complaints from the general public or from departments; provides information based on knowledge of existing polices, procedures, programs, or services; reviews and investigates problems, and recommends appropriate action or referral; prepares summary reports as required.

9. 
Independently composes, compiles and prepares correspondence, reports and  documents; reviews finished materials for completeness, accuracy and compliance with District policies and procedures.

10.
Maintains filing systems and records; develops and implements filing systems; modifies systems as appropriate.

11.
Maintains a calendar of activities, meetings and events; coordinates activities with other executive offices, departments, agencies and the public.

12.
Coordinates meeting activities; schedules meetings and prepares agendas; arranges facilities; notifies participants; takes and disseminates notes.

13.
Coordinates travel schedules; arranges travel details; prepares expense accounts for approval and payment.

14.
Manages office support functions; directs the work activities of assigned secretarial and clerical personnel; prioritizes and coordinates work assignments; reviews work for accuracy.

15.
Provides assistance on special projects, events and functions, as assigned.

QUALIFICATIONS

Knowledge of:

Basic principles, practices and methods of management of an executive office.
District departmental structures, general goals and objectives, programs and activities.

Basic organization and function of public agencies, including the role of an elected Board of Directors.

Principles of lead supervision and training.

Current office procedures, methods and equipment including computers and supporting

word processing and spreadsheet applications.

Principles of business letter writing and report preparation.

Principles and procedures of filing and record keeping.

Principles and practices of business math, accounting and budgeting.

English usage, spelling, grammar and punctuation.

Skill in:

Performing highly complex and often confidential executive secretarial and administrative support duties.

As assigned, leading, organizing and reviewing the work of staff.

Researching, collecting, evaluating, compiling and summarizing  a variety of materials.

Analyzing difficult administrative and organizational problems, evaluating alternatives and presenting recommendations or conclusions. 

Independently preparing correspondence and memoranda, and preparing clear and complete reports and other written materials.

Planning, organizing and scheduling office priorities.

Meeting critical deadlines and following up assignments within a minimum of direction.

Working independently in the absence of supervision.

Interpreting and explaining District policies and procedures.

Interpreting and applying departmental policies and procedures.

Responding to requests and inquiries from the general public.

Communicating clearly and concisely, both orally and in writing.

Maintaining confidential files, accurate records and reports.

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

Understanding the organization and function of a public agency.

Establishing and maintaining effective working relationships with those contacted in the

course of work.

MINIMUM QUALIFICATIONS
Education:

A Bachelor’s degree in business administration, public administration, or a closely related field from an accredited college or university.
Experience:

Two (2) years of (full-time equivalent) verifiable professional level executive secretarial and office administrative experience, which must have included experience performing administrative,  operational, or budgetary analyses.

Substitution:

Additional professional executive level administrative experience may be substituted for the education on a year-for-year basis.  A Bachelor’s degree is preferred. 

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.

EEOC Code:
02

Safety Sensitive Designation:   No
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