Midpeninsula Regional Open Space District

EXECUTIVE ASSISTANT
DEFINITION

Under general direction, provides varied and compiéfice administrative and secretarial support
primarily to the General Manager’s office; perforteshnical support work related to the responsiedi

of the General Manager and Administrative Servidasmager; assists in providing support to the Board
of Directors; coordinates assigned programs, prejegnd services with other District departments,
divisions, and outside agencies; serves as badk-upe District Clerk; and performs related work as
required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the AdministratBervices Manager. May exercise general supervision
over assigned staff.

CLASSCHARACTERISTICS

This is the highest-level administrative supporassl assigned to the General Manager's Office.
Incumbents perform a variety of administrative gmdject coordination support work for the General
Manager, Administrative Services Manager, Dist@itd#rk, Board of Directors, and associated staffie T
work requires extensive public contact, the frequese of tact, discretion, and independent judgment
knowledge of District activities, and the abilitp tconduct independent projects. This class is
distinguished from other office administrative elas in that the nature, scope, and diversity of
responsibilities originating at a District-wide wequiring a broader understanding of Districtdiions
and the capability of relieving District managemst#ff of day-to-day administrative and coordinativ
duties.

EXAMPLES OF ESSENTIAL FUNCTIONS (lllustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
functions of the job.

» Ensures the office administrative functions of Beneral Manager’s office are effectively carried
out.

» Performs a wide a variety of general administratared clerical duties to support the General
Manager, including transcribing, researching, améiing summaries, recommendations, resolutions,
proclamations, and memos; printing and assembliogtity reports; researching databases; and
sorting mail.

» Maintains and coordinates the schedule and calesfdéue General Manager as directed; schedules
meetings; schedules and tracks appointments witr alepartments.

» Serves as back-up to the District Clerk with Baaind Committee meeting coordination and provides
a variety of support to District Board and comnatie including reserving meeting rooms,
maintaining access reports, compiling and distiitguagenda packets, attending meetings, formatting
and distributing minutes, and following-up on demis as required; ensures compliance with the
Brown Act; maintains committee directories.

» Participates in support for the Administrative Segg Department including entering invoices and
expenditures into the database, creating requisitiopdating vendor information, and generating
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various reports.

Researches, compiles, organizes, and analyzesnafion and data for special projects and various
reports, publications, and newsletters; designsimmmiements forms; prepares written materials to
explain District programs and procedures.

Assists in gathering, assembling, updating, antlibliging a variety of information, forms, records,
and data as requested, including vital recordstribisCode updates, and Board policies; assists in
preparing and maintaining a variety of databasesaports.

Attends to a variety of office administrative dé&taisuch as keeping informed of departmental
activities, transmitting information, attending rtings, and serving on various task forces and
committees.

Operates standard office equipment, including ghted computer hardware and software
applications, facsimile equipment, and multi-liméephones; may operate other department-specific
equipment.

Organizes and maintains various administrativeeregfce, and follow-up files; purges files as
required.

Screens calls, visitors, and mail; responds to daimis and requests for information; assists in
interpreting and applying regulations, policienqadures, systems, rules, and precedents in raspons
to inquiries and complaints from the public; digecillers to appropriate District staff; assists th
public at the front counter and directs the putdi@ppropriate locations/staff; represents theriBtst

to all callers and visitors in a professional andtomer friendly manner.

Checks and tabulates standard arithmetic or statisiata; may summarize such information and
prepare periodic numerical reports.

Verifies and reviews forms and reports for compiets and conformance with established
regulations and procedures; applies departmentbpesgram policies and procedures in determining
completeness of applications, records, and files.

Types, originates, formats, proofreads, and disted a wide variety of reports, letters, and
memoranda, including agenda items, bid documentsi, @ocuments associated with capital
improvement projects; types from rough drafts, wérlnstructions, or transcribing machine
recordings; checks drafts for punctuation, spellimigd grammar; makes or suggests corrections to
drafts.

Makes copies; collates materials; files copiesettels, memoranda, reports, and other materials in
department and/or central files.

Provides training to lower-level and new staff eguired.

Responds to difficult and sensitive public inqusrignd complaints and assists with resolutions and
alternative recommendations.

Performs other duties as assigned.

QUALIFICATIONS

K nowledge of:

>
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Practices and methods of office management andnéstnaition, including the use of standard office

equipment.

Basic principles and practices of supervision aaithing.

Organization and function of public agencies, idahg the role of an elected Board of Directors and
appointed committees.

Applicable Federal, State, and local laws, rulegulations, ordinances, and organizational policies
and procedures relevant to assigned area of ragjiins

Principles and procedures of record keeping analrtieg.

Principles and practices of data collection anarepreparation.

Business letter writing and the standard formatéports and correspondence.

Business mathematics and basic statistical teckaiqu
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» Modern office practices, methods, and computer ppgaint and applications related to the work,
including word processing, database, and spreatappkcations.

» English usage, grammar, spelling, vocabulary, amtfuation.

» Techniques for providing a high level of customervice by effectively dealing with the public,
vendors, contractors, and District staff.

Ability to:

» Maintain confidentiality and be discreet in handlamd processing confidential information and data.
» Interpret, apply, explain and ensure compliancé ajiplicable Federal, State, and local laws, rules,
regulations, policies, and procedures, as welbasptex administrative and departmental policies and
procedures.

Perform responsible administrative support workhweitcuracy, speed, and general supervision.
Provide varied and responsible office administeatiork requiring the use of tact and discretion.
Understand the organization and operation of th&ridi and of outside agencies as necessary to
assume assigned responsibilities.

Compose correspondence and reports independerftiyroibrief instructions.

Understand and carry out complex oral and writteections.

Research, analyze, and summarize data and preganete and logical written reports.

Make accurate arithmetic, financial, and statisticanputations.

Enter and retrieve data from a computer with sigfitspeed and accuracy to perform assigned work.
Establish and maintain a variety of filing, recé&ekping, and tracking systems.

Organize and prioritize a variety of projects andltiple tasks in an effective and timely manner;
organize own work, set priorities, and meet crittacae deadlines.

Operate office equipment and computer applicatieteged to the work.

Use English effectively to communicate in persorgrdhe telephone, and in writing.

Use tact, initiative, prudence, and independengijueht within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and eiffectvorking relationships with those contactedhe t
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilitiesis qualifying. A typical way to obtain the required qualifications would be:

Equivalent to the completion of the twelfth (12tdrpde supplemented by two (2) years of collegetleve
coursework in business or secretarial science,tlr (3) years of responsible secretarial expegien
involving assisting executive management or a léglet official with administrative duties such as
typing, filing, calendar coordination, public retats, and project coordination tasks.

Licenses and Certifications:

» Possession of a valid California Driver’s License.

PHYSICAL DEMANDS

Must possess mobility to work in a standard offie¢ting and use standard office equipment, inclydin
computer; vision to read printed materials andrapater screen; and hearing and speech to commaenicat
in person, before groups, and over the telephomkis is primarily a sedentary office classification
although standing in and walking between work ameay be required. Finger dexterity is needed to
access, enter, and retrieve data using a compatérolrd or calculator and to operate standardeoffic
equipment. Positions in this classification oceaally bend, stoop, kneel, reach, push, and palivdrs



Executive Assistant
Page 4 of 4

open and closed to retrieve and file informati@@mployees must possess the ability to lift, caorsh,
and pull materials and objects weighing up to 25nuals.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with modenaoise levels, controlled temperature conditions,
and no direct exposure to hazardous physical suiesta Employees may interact with upset staff@and/
public and private representatives in interpreting enforcing departmental policies and procedures.

EFFECTIVE: October 2011
REVISED: N/A
FLSA: Non-Exempt



