
CITY OF CARSON City Council Rosa. No: 0As’’
Executive AssistantGspeettiaahea
Bargaining Unit: AQEESCME Local 1017

FLSA: Nom Exempt

EXECUTIVE ASSISTANT

Job Summary:
Performs h a— y resoons b e campex and cant aen a -a a g,mst a ea9Jcmra

ark for inc Ct, Counr -or Cot Oa’agerrd Aor aCt-”naa
oversees the day to day operations of City Council or City Managers oftice. Supervises clerical
staff and performs related duties as required.

Essential Duties and Responsibilities
These functions are representative and may not be present in all positions in the class,
Management reserves the right to add, modify. change or rescind related duties and work
assignments.)

i 1. RetievemSuooods City Council MrnembersaorCity Manager/ogl/orAssistan,CitN1anaer
obwith administrative and clerical du%iesetailsduties,

2. Supervises and evaluates the work of clerical staff; coordinates, assigns and reviews work
to assure timely and efficient completion.

3. Screens phone calls. visitors and correspondence; evaluates and responds to requests.
complaints/concerns: forwards requests. complaints/concerns to appropriate staff for
attention.. tokows up to ensure prompt response or action.

4. Provides informatwn in accordance with estabhshed orocedures and oHces:helsdeveioo
aoarooriateofhceeat:hhahed procedures and policies.

5. Performs secretarial duties for the City CouncilMembers.-oaCity Manager and/or Aswstant
Cdv_Manaa.er including, but not limited to. independently drafting and typing a variety of
correspondence. including material of a confidential nature: mantain:ng a variety of
conhdential information, complex f/es and records.

6 b a ttwrs carendar
.kanaoerr; schedules and arranges appointments, meetings and special events-as-eeorcteed:

makes travel and/or hotel
Council_Members,C)1yt/Iag,0rand/ofssista/oQity1anaoer.

7. Conducts research, gathers materials and compiles information for reports: prepares reports
of such research for the City Council Members, .—worCity Manager and/or Assistant City
Manar as assigned.

8. Makes catering service arrangements for City Council and/or staff meetings.
9. Tracks assianreents: aAssists with the oreoaration and distribution of Ma repaor-wnd

bore a-’ ror’-’or agenda cackets for City Caunc/ meeflngs
1 ‘ce “-‘r”c c’ - - — — — -‘-—F8” epom

Lu orr and ,‘-req. s cns-rT ‘- iceS tar—

MeEorocess timesheets and surveys as rearered.
Handles rollow-uo on cuOlic record reouesrs. oroanizes-_and ononrzes ncomina maieri-a

10 5 - s Ocrmmas r’-
. jd a of ‘-a ee --‘

15. Uadares_and mwntains the Clencal Handbook as
1 /oj maintain hrchest level of conhdentiaidy.

Performs related duties as reouired.
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Qualification Guidelines
A typical way to obtain the requisite qualifications to perform the duties of this class is as
follows

Education and/or Experience:
rs de ree an a jçgrieice at ciaahtv ailed or mjirnurn of

dllpma—43B0—an4--two (2) years of
five (5) years

of ourreot—full-time, paid secretarial experience efudm6—two (2) years of Executive and/or
administrative off ice seocetaoaLexperiencesLi grtinaato jveartdLorexecuhve leader

-qJ-rereeut-ei e’ 4un-re e-leaderelnt, Experience and/or education
may be substituted on a year for year basis 0xnec1eecwa%

edeof:
• Applicable laws, codes, regulations, policies and procedures and MOU’s

Modern office practices, procedures and equipment
• Record-keeping techniques

Personal computer software and hardware
Telephone techniques and etiquette, customer service principles

—

- Paqe-2of-2
ExecullweAssistgnt

City organization, operations, policies and objectives
Correct English usage, grammar, spelling, punctuation and vocabulary, proofreading
techniques
Principles and practices of training and providing supervision

• Basic budgeting practices and procedures
• Letter and report writing

Financial Matlnematicaf-concepts/functions

bilitto:
to dehel and hav& excellent follqw-u skills

Type 60 net words par mtnute from efear copy Moniterjrac_ vendor contract f Formatted: Indent Left 0 25’, No bullets or

eoecheon mbenng

Independently compose letters, memos or other material
.Take notes quickly and accurately
•Multi-task and deal with constant mterru hans
zeentatrfccriratelandadotaneffedtivecoursection

fl6irijipiofessfonal and consistt-jsositijlltes
• Transcribe dictation accurately at an acceptable rate of speed

Proofread and edit a variety of documents and reports
Establish and maintain a acciatefilj ‘stroni,-variety-of camt-lexeortra4ilmhesystems
Apply and explain applicable laws, codes, rules, regulations, policies and/or procedures

• Research, compile and organize material and summarize in report-form
• Add, subtract, multiply and divide quickly and accurately
• Operate a variety of office machines and equipment including personal computer and

related software
Analyze
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Understand and fol:ow oral and written directions.
Maintain confidentiality: exercise judgment and discretion,
Supervise, train and provide work direction to office clerical support.
Effectively communicate both orally and in writing.
Establish and maintain cooperative and effective working relahonships with others.
Establish and maintain a variety of complex and confidential files and records.

Organize and prioritize work assignments.
a Be_anolitical while orov:dino exceiient customer service.

License and Certificate:
Possession of a valid California Class C drvers license. Employees in this ciassifcation will be
enrolled in the Department of Motor Vehicles IDMVi Government Employer Pull Notice Program
which confirms possession of a valid drivers license and reflects driving record. T-ypino

we ole-p c_wine-fe ruwa

Physical Requirements and Working Conditions:
Employee accommodations for physical or mental disabilities wfl be considered on a case-by-
case basis, Positions in this class normally:

a Require talking. hearing, and vision (which may be corrected) to read small print.
a Require mobility of arms to reach and dexterity of hands to grasp and manipulate small

objects.
a Perform work which is primarily sedentary and repetitive.

Is subject to inside environmental conditions.
a May be required to attend periodic evening meetings and-or to travel within and out of cIty

boundaries to attend meetings.
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