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GCOW SSI ON EXECUTI VE ASSI STANT, 9734

Summary of Duties : Supervises or perforns all admnistrative and
clerical functions of a Gty Conmssion or Board office; maintains the
Commssion's official public records; prepares or supervises the
preparation and distribution of the agenda and m nutes of Conm ssion
nmeet i ngs; advi ses the Comm ssion on procedures, precedents and
policies; may supervise the work of a supporting clerical staff; and
does rel ated work.

D stingui shing Features : A Comm ssion Executive Assistant is prinarily
responsi bl e for insuring that GComm ssion business foll ows proper form
precedent and procedures, and for keeping conplete and accurate

mnutes, files and records. A Conm ssion Executive Assistant attends
Comm ssi on neetings and takes notes of proceedi ngs before the Board.

If a verbatimreport is required, usually a Hearing Reporter or a
recordi ng device is used.

Al t hough a Conm ssion Executive Assistant nornally reports directly to
t he Comm ssi on regardi ng Conm ssion actions and records, an enpl oyee
inthis class is also responsi ble for coordinating admnistrative
actions and procedures with the General Manager or other

adm ni strative head of the departnent. Were the vol unme of work
requires it, a Comm ssion Executive Assistant may supervi se anot her
Comm ssi on Executive Assistant who assists in, or has primary
responsibility for, the day-to-day work of the Comm ssion office. A
Comm ssi on Executive Assistant nay al so supervise a snmall clerica
staff. Most of the work is not subject to review, and errors could
result in the invalidation of Conm ssion actions and refl ect adversely
on the work of the departnment. Tact, discretion and judgnent are
required in frequent dealings with the public.

Exanpl es of Duties : Supervises or perforns all admnistrative and
clerical functions of a Gty Board or Comm ssi on; prepares or

supervi ses the preparation of the agenda and mnutes of all neetings
of the Commssion; notifies Comm ssion nenbers of neeting dates;
assenbl es staff reports and ot her docunents needed for reference

pur poses by Comm ssi on nenbers; supplies Comm ssion nenbers,
admnistrative officers of the Gty and other interested persons wth
t he Comm ssion's agenda; attends Comm ssion neetings and takes notes
of the proceedings and transactions of the Comm ssion; may recomrend
action on routine matters and advi se Conm ssion nmenbers on questions
of formand precedent; arranges Comm ssi on appear ances;

Prepares or supervises the preparation and filing of records of
Comm ssi on actions and correspondence; checks Conm ssion

m nut esagai nst notes taken at neetings to i nsure accuracy and
conpl et eness; naintains i ndexes and files of Conm ssion actions,
correspondence and of ficial docunents; researches background



information and prepares special reports and correspondence as
requested by the Comm ssion; prepares, certifies and distributes

resol utions, orders and mnutes of Conm ssion neetings; arranges for
publication and other |egal notices of bids, contracts and ot her

Comm ssi on actions; conposes and signs routine correspondence for the
Comm ssi on; schedul es appoi ntments for Comm ssion nmenbers; expl ai ns
Comm ssion policies and actions to office callers or over the phone;
may coordi nate and schedul e hearings and review hearing reports; nay
take and transcribe dictation from Comm ssion nenbers; nay supervi se a
small clerical staff engaged in the nore routine clerical tasks of the
Comm ssion office; and nmay occasionally be assigned to other duties
for training purposes or to nmeet technol ogi cal changes or energenci es.

Qualifications : A good know edge of the organization of Gty
governnent and of the functions of its various departnents; a good
knowl edge of office procedures and practices; a good know edge of
correct correspondence including punctuation, spelling and grammati cal
usage; a good know edge of safety principles and practices; a working
know edge of the Gty Charter, Minicipal Code, State Laws, Court
decisions and Gty Attorney's opinions relating to the work of Gty
Boards and Comm ssions; a working know edge of |aws and regul ations
related to equal enploynent opportunity and affirmative action; a
general know edge of nenoranda of understanding as they apply to
subor di nat e personnel; a general know edge of Gty personnel rules,
policies and procedures; the ability to deal tactfully and effectively
wi th Comm ssi on nenbers, departnent personnel, public officials, and
the general public; the ability to supervise the work of a snall
clerical staff; and the ability to wite clear and conci se m nutes,
resol utions, reports and correspondence.

The ability to take dictation within acceptable Gty standards nay be
required.

Two years of office clerical experience at the |evel of Secretary is
required.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight. Persons w th handi caps nay be
capabl e of performng the duties of sone of the positions in this
class. Such determ nation nust be nade by the nedi cal exam ner on an
i ndi vi dual basi s.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not intended
to declare what the duties and responsibilities of any position
shal | be.



