SANTACLARACOUNTYOFFICBFEDUCATION

CLASSITLEADMINISTRATIVAESSISTANT
BASIG-UNCTION:

Underthe supervisiorof anassignedirectorl or Il, performsvariedandresponsiblesecretarialand
administrativeassistantutiesto relievethe Directorl or Il of administrativeand clericaldetail; plans,
coordinatesand organizeffice activitiesand coordinatesflow of communicationsandinformation for
the Directorl or II; preparesand maintainsa variety of manualand automatedrecordsandreports
relatedto assignedactivities.

DISTINGUISHINGHARACTERISTICS:

The AdministrativeAssistantlll performs more advancedclericaland secretarialduties in support of a
Directorl or Il. TheAdministrativeAssistantV servesasthe primary administrativesupportfor a large,
complexdepartmentmanageddy aDirectorlll. TheAdministrativeAssistantl performsavarietyof clerical
andsecretarialdutiesin supportof an administratorsuchasa supervisormanageror specialist.

REPRESENTATDETIES:
Thefollowingdutiesareexamplef assignments

Santa Clara County ¢ Office of Education



Administrative Assistantlll  Continued Page2

Researcheg;ompilesand verifiesa variety of dataandinformation; computesstatisticalinformation for
variousreportsasnecessaryprocesses variety of formsandapplicationsrelatedto assignedunctions;
duplicatesanddistributesmaterialsasneeded.

Coordinatesschedulesndattendsavarietyof meetingsworkshopsandspeciakvents;preparesandsends
out noticesof meetingscompilesandpreparesagendatemsandother requiredinformationfor meetings,
workshopsand other events;setsup equipmentand suppliesfor meetingsand other eventsasneeded;
takes,transcribesanddistributesminutesasdirected.

Performsa variety of clericalaccountingduties in support of assignedorogramor office as assigned,;
monitors fiscal activity and funds for income and expenditures,and comparedto establishedbudget
allocations;assistdn assuringexpendituresto do not exceedestablishedbudgetlimitations asassigned,;
calculatespreparesandrevisesaccountingandbudgetarydata;balancesndreconcilesassignecgccounts
andbudgetsasrequired;processedudgettransfersand purchaseorders.

Performsspeciabrojectsandpreparesvariousformsandreportson behalfof the assignecidministrator;
attendsto administrativedetailson specialmattersasassigned.

Communicatesvith personnelandvariousoutsideagenciego exchangenformationandresolveissuesor
concerns.

Operatesa varietyof office equipmentincludinga calculator,copier,faxmachine computerandassigned
software.

Receivessortsand distributesmail; preparesand distributesinformational packetsand bulk mailingsas
directed.

Maintainsappointmentand activity schedulesand calendarscoordinatestravel arrangementsand hotel
reservationsaasnecessaryreservedacilitiesand equipmentfor meetingsandother eventsasneeded.

Monitors inventory levelsof office and designatedsupplies;orders, receivesand maintainsappropriate
levelsof inventoryasrequired; prepares processesnd codespurchaseordersandinvoicesasassigned;
arrangedor billingsand paymentsasdirected.

Collectsrariousmoniesandfeesfor assigneaffice or programsasrequired;preparesdepositsasdirected.
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Methods, proceduresandterminologyusedin clericalaccountingwvork.
Modern office practices proceduresand equipment.
CorrectEnglishusage grammar,spelling,punctuationandvocabulary.
Datacontrol proceduresand data entry operations.
Interpersonakkillsusingtact, patienceand courtesy.

Operationof acomputerandassignedsoftware.

Oralandwritten communicatiorskills.

Methodsof collectingand organizingdataandinformation.
Mathematiccalculations.

ABILITYO:

Performvaried and responsiblesecretarialand administrativeassistantdutiesto relievethe Director of
administrativeand clericaldetail.

Plan,coordinateandorganizeoffice activitiesand coordinateflow of communicationandinformationfor
the administrator.

Assuresmoothand efficient office operations.

Learnorganizationabperations,policiesand objectives.

Learn,interpret, applyandexplainlaws,codes rules,regulations policiesand procedures.
Composecorrespondencandwritten materialsindependentlyor from oral instructions.

Performa variety of clericalaccountingdutiesin supportof assignediepartmentor program.

Typeor input dataat an acceptablerate of speed.

Answertelephonesandgreetthe publiccourteously.

Completework with
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Sittingor standingfor extendedperiodsof time.
Bendingthe waist, kneelingor crouchingto file andretrieve materials.

Approvedby PersonnelCommissionDecemberl4,2016
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