SANTACLARACOUNTYOFFICBFEDUCATION

CLASSITLEADMINISTRATIVAESSISTANTEENIOR

BASIGUNCTION:

Under the of communicationsand

ninsavarietyof manualandautomatedrecordsandreports
otheradministrativeandsupportstaff; servicesasaliaison

hasa

betweenthe Director and other CountyOffice staff and membersof the public; assistan promoting a
culture of customerserviceandresponsivenestr the department.

DISTINGUISHINGHARACTERISTICS:

This classis designedto prepare incumbents for promotional opportunities into higher levels of
employment.The incumbentis expectedto consistentlywork independentlywith limited direction in
carryingout assignedasksin a fast pacedenvironment,often subjectto change Theincumbentmustbe
ableto troubleshoota variety of commonlyoccurringproblemsand calmlyhandlesuddenlydeveloping
problemsandsituations,andprovideguidanceo other employeesTheincumbentisalsoexpectedo make
recommendationgor improvementregardingday to dayoperations.TheAdministrativeAssistant Senior
servesasthe primary administrativesupportfor a Directorwithin a varied,complex,and multi tayered
departmentwith wide clericaland

supervisormanageror specialist.
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Receivewisitors,includingadministrators staff, parentsandthe public; providesinformationor directto

appropriatepersonnelexercisesndependentfudgmentin resolvingavarietyof complexandnon routine
issuesanalyzesaandrefersdifficult issuedo the Directorasneeded;ensuresthe Directoris
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issuedo the Director.

Performscomplexand difficult specialprojectsand preparevariousforms and reports on behalf of the
assignedirector;attendsto administrativedetailson speciaimattersasassigned.

Communicatesvith personnelndvariousoutsideagencieso exchangeoutine, non routine,complexor
confidentialinformation, requestsand providesmaterials,coordinatesactivitiesand resolvesissuesor
concernsjnterprets,appliesandexplaindaws,codes rules,regulations policiesand procedures.

Operatesavarietyof
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