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BasicS cope/P urpose:

T heExecutiveAssistant/Clerkprovidesahighlevelofprofessionaladministrative supporttotheBoard of
CommissionersandDistrictadministrativestaff.T hispositionishighly visibleandisresponsibleforaw ide
rangeadministrativeduties.

R eportingR esponsibilities:

T heExecutiveAssistant/ClerkreportstotheChairordesignee.

W orkingConditions:

T heExecutiveAssistant/Clerkw illbemostlyexposedtoinsideenvironmentalconditions,w ithsomeexposure
tooutsideconditionsduringtraining,assistancew ithfieldprojects/studies,etc.T hephysicalnatureofthis
positionissuchthatthepersonfillingitw illbeexpectedtoperform sedentaryw orkw ithmoderatetoheavy
w ork(exertingupto20 lbs.offorcetolift,carry,push,pull,orotherw isemoveobjects).

EssentialFunctions(W ithoutAccom m odations):

1. AssisttheChairandstaffinday-to-dayorganizationalandofficemanagementtasks,suchas
projectmanagement,meetingscheduling,andfilingofdocuments(paperand/ordigital).

2. P rovides specialized ortechnicalservices to administrative staff/Commissioners in official
meetings,publicfunctions,andpublicrelationsmatters.

3. AttendallDistrictBoardM eetingsandresponsibleforpreparingboardmeetingmaterial,monitor
theflow ofthemeeting,recordthemeeting,andcreateanddistributeofficialminutes.

4. R esponsibleforrecordingandmaintenanceofrecordingsofallpubliclynoticedmeetings.
5. P erformsspecialassignments,research,andreportpreparation.
6. CoordinatesandarrangesallDistrictT ravel,includingbutnotlimitedto,airlinesreservation,hotel

reservation,carrentalreservation,andeventregistration.
7. Assistsinthedevelopmentandarticulationofpolicypositionsandadministrativeprocedures.
8. T akestelephonecalls,emails,andothercommunicationsfrom thepublic.
9. P rocessesavarietyofcorrespondence,investigatessubjectmatterandpreparesreplies.



10. Assistw ithcompetitivebidprocess.
11.R eceive,route,and organize incominginternaland externalcommunications.
12.P erform generalHR functionsandassistsinmaintainingpersonnelrecords.
13.R espondtoinquiriesfrom thepublicaboutspecificK L FEM S informationastheP ublicR ecords&

R etentionO fficer.
14.Assistw iththe timely disposition ofallDistrict records in compliance w ithstateschedules.

S inceourorganizationisgoingtochangetomeettheneedsofpublic,environmentalconservation,andthe
District,you can expect,anticipate,and assume that yourjob description w illchange to meet these
challenges.

R equiredQ ualifications:

1. P roficiencyw ithM icrosoftO fficeS uiteapplications,AdobeAcrobat,andoperategeneraloffice
equipment.

2. T w oyearsofgeneralofficeorsecretarialexperience.
3. Excellentverbalandwrittencommunicationskills.
4. Ability toexhibitprofessionalbehavioratalltimes,inperson,overthephoneandthrough

electroniccommunicationtow ardthegeneralpublicandstaff.
5. Excellentorganizationalskills,detail-orientedw ithaprovenrecordofaccuracy,self-motived,team-

oriented,flexible,anticipatory,andproblem-solvingskills.
6. Ability tow orkindependentlyandprioritizew orkload,takinginitiativeandow nershipof

responsibilities.
7. Experienceandability tomaintainstrictconfidentialityw ithsensitiveinformationusinggood

judgementanddiscretion.
8. Ability toestablishandmaintaineffectivew orkingrelationshipsw ithothers,atalllevelsw ithinthe

District.
9. HighS choolDiplomaorequivalent.

P referredQ ualifications:

1. AssociatesorBachelor’sdegree.
2. T hreeyearsofexecutiveassistanceexperience.
3. Experiencew ithpublicrecordsrequestsandrecordsmanagement.


