O ass Code: H71

Cty of Anaheim Classification
Class Specification EXECUTI VE ASSI STANT
DEFI NI TI ON:

Under direction, provides adm nistrative and highly conplex secretarial support to the
C ty Manager including Council agenda preparation and/or general coordination and
operation of the Gty Manager's O fice.

EXAVMPLES OF ESSENTI AL JOB FUNCTI ONS:

Recei ves inconming calls for the Gty Manager; obtains relevant information and eval uates
the nost effective nmeans and options available to resol ve/address and respond to issues
in an expedi ent and appropriate manner. Answers general questions fromthe public and
provi des assi stance when possi bl e

Recei ves and distributes a |arge volunme of nail on a daily basis to the Gty Mnager
reviews and screens all nail for inportant infornation; provides coments and
suggestions to assist in decision-neking; obtains status/facts fromCity staff about
situations referenced in incomng nail and apprai ses the Cty Manager

Usi ng good judgment and a thorough know edge of functions and procedures, conposes a
variety of letters and other correspondence on a nyriad of subjects, events and ot her
occasions for the Gty Manager

Follows up on a variety of matters referred to departnent heads by the Gty Manager and
information and action requested by the Gty Council to ensure that deadlines are net.
Wrks with a variety of Gty staff to obtain information in response to requests from
both the Cty Council and general public

Rel ays information and directives to managenent staff as directed by the City Mnager
and/ or Assistant Gty Manager

Communi cates with elected public officials, private sector executives, public agency
executives and others who have business with the Gty Mnager

Usi ng good judgment, naintains and coordinates daily cal endars and schedul es for the
Cty Manager; gathers information regardi ng upcom ng neetings or events and ensures that
the City Manager is fully inforned; coordinates all details for upcomng events with

i ndi vi dual s/ organi zations in which the Cty Manager is participating. Mkes facility
and refreshnent arrangenents.

Supervi ses clerical enployees assigned to the Gty Manager's O fice. Coordinates and
schedul es the work flow of the office to ensure that deadlines and commtments are net
and that continuity of operation is nmintained during the absence of the Cty Manager

Geets and interacts with guests of the Gty Manager and City Council, seeing to their
needs and confort.

Types forns, schedules, reports, lists, manuscripts, charts, graphs, contracts,
statistics and general correspondence

Takes dictation of letters, menoranda and reports using shorthand notes and
dictation/transcription equi prent. Qperates word processor and/or CRT to enter and edit
a variety of data utilizing numerous prograns and fornmats and devising formats for
speci al i zed purposes. Operates printer to print docunents stored in conmputer or word
processor. Proofreads materials for clerical accuracy, spelling, syntax, grammar and
clarity, using judgnent in naking editorial changes.

Assenbles Gty Manager's City Council agenda packet, bringing forward notes and
continued itens and gathering additional background nmaterials, as requested

Recei ves requests and arranges for conplinentary tickets to various events, and
mai ntai ns records of value of courtesies.

Conpiles information for a variety of narrative and statistical reports, |ocates sources
of information, devises forns to serve data and determi nes proper fornmat for finished
reports.
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Devel ops filing systens for record storage and retrieval
Perforns other job-related duties as required

M NI MUM REQUI REMENTS!

Experience in: Performng highly responsi bl e executive-level secretarial and

adm ni strative work which includes responsible relations involving senior and executive
nmanagenent, public officials, boards and comm ssions. Prior experience in a public
agency setting is desirable

Know edge of: Mddern office equi pnent and procedures; advanced word processi ng net hods;
Engl i sh usage, spelling, grammar and punctuation; business nmath; advanced record keepi ng
net hods; principles of public relations; advanced principles and nethods of business
correspondence and report preparation; general operating practices of an executive
office; and nodern supervisory principles and practices.

Skill in: Typing at a net corrected speed of 50 words per mnute; taking dictation at a
speed of 90 words per minute (see NOTES Section).

Ability to: Exercise a high level of independence of action; exercise sound judgnent in
the performance of assigned duties; effectively organize a wide variety of work;

mai ntain confidentiality; effectively work with a diverse public; read, understand and
apply highly conplex materials; operate a conputer terninal and use standard office

sof tware such as Wird, Excel, Access or other conparable word processing and spreadsheet
software; plan and organize the work of a Chief Executive office; proofread and detect
errors in typing, spelling, grammar, syntax and punctuation; establish and naintain
filing systens; initiate and conpose difficult correspondence i ndependently; establish
and nmaintain effective relationships with a wide variety of individuals including

el ected officials, nenbers of the business comunity, the general public and interna
city staff.

Supervi si on Received: Wrks under adm nistrative supervision. Wrk is outlined and
revi ewed periodically

Supervi si on Exerci sed: Makes assignnents, sets priorities, trains and reviews the work
of subordinates. Hres, fires and disciplines.

NOTE: The position in this classification consistently perforns at a significant |eve
of del egated responsibility and authority in the conpletion of adm nistrative and
secretarial functions in support of the Gty Mnager

Physi cal Requirenents: Wrking in an office environnment with a high level of activity
and pressure of constant deadlines. Using a conputer termnal for extended periods of
time.

Li cense and/or Certification Required: Possession of or the ability to obtain a valid
California Driver's License. The shorthand requirenent may be wai ved by the supervisor
prior to conducting a recruitnent.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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