O ass Code: 587

Cty of Anaheim Classification
Class Specification EXECUTI VE SECRETARY
DEFI NI Tl ON:

Under mininmal supervision, provides highly skilled and responsible secretarial and
adm ni strative support to an Executive Manager or Public Wilities Assistant General Manager
handl i ng routine adm nistrative details and coordination of day to day office operations.

EXAVMPLES OF ESSENTI AL JOB FUNCTI ONS:

Acts as a receptionist for the Departnent Director and seni or nanagenent, taking and
directing calls to the appropriate personnel, responding to calls, screening inquiries,
t aki ng messages, schedul ing appoi ntrents and answeri ng questions requiring a thorough
under st andi ng of policies and procedures.

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

Conposes routine and non-routine correspondence requiring use of independence and judgnent
based upon know edge of the functions and procedures of the unit, for review by the
supervi sor; coordinates flow of correspondence and other nmaterial; processes confidentia
i nformation.

Conpi |l es and anal yzes information for a variety of narrative and statistical reports;

| ocates sources of infornmation, devises forns to serve data and determ nes proper format for
finished report, using interpretative judgnent as to content. Prepares reports and routine
staff reports from conducted research

Recei ves, opens, date stanps and screens nmil, arranging in priority order, assenbling
background i nfornmation and distributing to appropriate personnel, and processes outgoi ng
nai |

Rel i eves executive of adm nistrative details, such as arrangi ng neetings, contacting others
to obtain or transmt information, conpiling information for supervisor's use and
interpreting policies, rules and practices to other enployees, the public and other
jurisdictions.

Mai nt ai ns Executive and Seni or Managenent's cal endar of appointnents, using judgment in
schedul i ng appoi ntments and determning priorities.

Qperates a variety of office equipnent, such as a typewiter, calculator, word processor
CRT, mcroconputer and printer

Operates word processor and/or CRT to enter and edit a variety of data using nunerous
prograns and formats and devising formats for specialized purposes.

May take dictation of letters, nenoranda and reports using shorthand notes and
di ctation/transcription equi prent

Transcri bes mnutes of neetings for boards and conmi ssions using discretion as to the
contents. Distributes mnutes as appropriate

Proofreads materials for clerical accuracy and spelling

Conpiles all required informati on and types agendas, attends neetings and takes stenographic
m nut es of business conducted and conposes m nutes.

Conpl etes special projects and assi gnments exercisi ng i ndependent judgenent.

May be responsible for staff payroll, to include input of, reconciliation and distribution
of paychecks.

Devel ops filing systens for record storage and retrieval
Uses discretion in planning itineraries and naki ng travel arrangenents.

EXAVMPLES OF NON- ESSENTI AL JOB FUNCTI ONS:
Mai nt ai ns personnel files of unit staff.
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May provide direct or technical supervision over other clerical and/or part-tine enpl oyees.

Mai ntai ns records of the unit concerning purchases, budget accounts and inventory and
requi sitions office supplies.

Mai ntai ns records of staff attendance and absences, conpiling and submitting periodic
reports for payroll purposes.

Desi gns office forms, charts and graphs.

Researches information requiring interpretive judgnent and tallies and conpiles infornmation
for reports.

Inputs data into various autonated systens, such as payroll, budget and business tax;
verifies and bal ances accuracy.

Perforns other job-related duties as required
M NI MUM REQUI REMENTS

Experience in: Perform ng extensive, responsible adm nistrative secretarial and clerica
wor K.

Know edge of: Conprehensive know edge of business English, spelling, grammar, syntax and
punctuation; business math; basic principles of supervision and training; record keepi ng
net hods; principles and net hods of business correspondence; business tel ephone etiquette
general operation and practices of an adm nistrative office; general nethods of budget
preparation and financial record keepi ng; nodern supervisory practices and principles.

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: Read, understand and apply conplex materials; proofread and detect errors in
typing, spelling, grammar, syntax and punctuation; naintain and nodify filing systens;
establish record keepi ng systens; conpose effective correspondence; receive confidentia
information and nmaintain confidentiality; performdifficult clerical work; plan and organi ze
work to neet deadlines; plan and carry-out difficult secretarial assignnents; represent the
depart ment using good judgnent, poise, tact and diplonacy; may assign and review the work of
others, train and/or orientate other clerical enployees; establish and naintain effective
rel ationships with those contacted in the course of work.

NOTE: Positions in this class performdifficult secretarial assignnments for an Executive
Manager or Public Wilities Assistant General Manager. Positions in the class of Executive
Secretary are differentiated frompositions in the class of Admnistrative Assistant by the
enphasi s of the Executive Secretary assignment on performng secretarial duties, the nore
limted use of independent judgnent and the |esser involvenent in technical work of the
executive served. Positions at the Adm nistrative Assistant |evel consistently and

predomi nately performat a significant |level of delegated responsibility and authority

i nvol ving the technical aspects of the manager's functions. They have the del egated
authority to make i ndependent decisions and take i ndependent action having significant city
and organi zational wi de inpact.

Shorthand skill at the designated speed is a pre-enpl oynent requi renent of sone positions.
The shorthand requirement nmay be wai ved by the supervisor prior to conducting recruitment to
fill a vacancy.

Supervi si on Exercised: Sone positions in this class exercise supervision over other
enpl oyees, naki ng assignnents, setting priorities, training and revi ewing the work of
subor di nat es.

Supervi si on Received: Wrks under technical supervision. Wrk in progress and conpl et ed
work is reviewed periodically.

Career Ladder Infornation: Experience gained in this class nay serve to meet m ni num
requirenents for pronotion to Planning Conmm ssion Assistant, Administrative Assistant or a
rel ated cl ass.

Physi cal Requirenents: None
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Li cense and/or Certifications Required: Self certification of the typing and shorthand
requi renents

FLSA DESI GNATI ON:  Non- Exenpt

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. A
requirenents are subject to possible nodification to reasonably accomodate individuals with
disabilities.
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