CITY OF SALINAS
EXECUTIVE ASSISTANT

BARGAINING UNIT/CLASS CODE:
CONF. MISC. /[ CO08

DEFINITION

To perform a variety of highly responsible, confidential and complex administrative, secretarial, support, and office
management duties in the offices of City Manager and the Mayor and City Council.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the City Manager and as may be required from the Deputy City Manager. Technical or
functional supervision may be received from the Deputy City Manager. Exercise general supervision of clerical
and secretarial support positions.

ESSENTIAL JOB FUNCTIONS OF THE POSITION Duties may include, but are not limited to the following:

Perform a wide variety of complex, responsible, and confidential office management duties in the City Manager’s
office. Interpret City policies, rules and regulations in response to inquiries; refer inquiries as appropriate.
Complete a variety of documents from rough draft, or transcribing machine recordings, and operate a variety of
office equipment. Represent the City Manager's office in its mission, values, and standards for effective
organization. Independently respond to letters and general correspondence of a routine nature. Make travel
arrangements, maintain multiple appointment schedules and calendars using Microsoft Outlook, and arrange
meetings and conferences. Compile data and prepare reports and special documents as assigned. Prepare and
assemble reports and distribute to staff, the press, and interested members of the public. Provide general
administrative support to budget, purchasing, personnel and support staff development activities. Handle
administrative details and coordination of special studies and projects. Assist in the preparation of the budget for
the City Manager's office. Initiate, supervise, and maintain a variety of files and records, including confidential
materials. Recommend organization and procedural changes affecting executive office activities. Troubleshoot
telephone and computer problems. Act as telephone trainer for the Administration Department. Supervise and
train clerical and secretarial support staff. Demonstrate excellent customer service skills to internal and external
customers. Promote and maintain safety in the work place. Perform related duties as assigned.

PHYSICAL AND MENTAL CHARACTERISTICS

Physical, mental and emotional stamina to perform the duties and responsibilities of the position; manual dexterity
sufficient to write, use telephone, computer, business machines and related equipment; vision sufficient to read
printed materials, visual display terminals; hearing sufficient to conduct in person and telephone conversations;
speaking ability in an understandable voice with sufficient volume to be heard in a normal conversational distance,
on the telephone and in addressing groups; physical agility to push/pull, squat, twist, turn, bend, stoop and reach
overhead; physical mobility sufficient to move about the work environment, physical strength to lift up to 20 Ibs.;
physical stamina sufficient to sit for prolonged periods of time; mental acuity to collect and interpret data, evaluate,
reason, define problems, establish facts, draw valid conclusions, make valid judgments and decisions.

WORKING CONDITIONS

Business office working environment subject to sitting at a desk or standing at a counter for long periods of time,
bending, crouching, or kneeling at files, pushing/pulling of file drawers and supplies, reaching in all directions and
prolonged periods of time working at a computer terminal.



CITY OF SALINAS
EXECUTIVE ASSISTANT (continued)

QUALIFICATIONS

Knowledge of:

Principles of executive office management organization and employee development. English usage, grammar,
spelling, and punctuation. Modern office methods, procedures, and equipment. Business letter writing.
Intermediate to advanced Microsoft Word, Outlook and Publisher. Organization, procedures, and operating details
of a municipal government. Recordkeeping, principles and procedures. Principles of employee supervision,
training and performance evaluation. City phone system.

Ability to:

Understand organization and operation of the City and of outside agencies as necessary to assume assigned
responsibilities. Promote the mission, values and standards of an effective organization. Communicate clearly
and concisely, both orally and in writing. Work cooperatively with other departments, City officials, and outside
agencies. Interpret and apply administrative and departmental policies, laws, and rules. Compose reports and
correspondence independently. Compile and use modern office equipment. Compile and maintain complex and
extensive records and files. Maintain confidential data and information. Work independently in the absence of
supervision. Analyze situations carefully and adopt effective courses of action. Understand and carry out oral and
written directions. Establish and maintain effective working relationships with City staff, elected officials and a
diverse general public. Supervise, train and evaluate subordinates.

Skills to:
Type at a speed of 60 words per minute.

Education and Experience:

An example of the education and experience which most likely demonstrates the skills, knowledge and abilities
required to perform the duties would be any combination equivalent to completion of thirty (30) college related units
from an accredited college or university and two (2) years of paraprofessional experience in a public organization
OR sixty (60) college related units from an accredited college or university and three (3) years of responsible
clerical support in a public organization.
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