
 

 

SANTA��CLARA��COUNTY��OFFICE��OF��EDUCATION��
��
��
CLASS��TITLE:����ADMINISTRATIVE��ASSISTANT��III��
��
BASIC��FUNCTION:��
��
Under��the��supervision��of��an��assigned��Director��I��or��II,��performs��varied��and��responsible��secretarial��and��
administrative��assistant��duties��to��relieve��the��Director��I��or��II��of��administrative��and��clerical��detail;��plans,��
coordinates��and��organizes��office��activities��and��coordinates��flow��of��communications��and��information��for��
the��Director��I��or��II;��prepares��and��maintains��a��variety��of��manual��and��automated��records��and��reports��
related��to��assigned��activities.��
��
DISTINGUISHING��CHARACTERISTICS:��
��
The��Administrative��Assistant��III��performs��more��advanced��clerical��and��secretarial��duties��in��support��of��a��
Director��I��or��II.����The��Administrative��Assistant��IV��serves��as��the��primary��administrative��support��for��a��large,��
complex��department��managed��by��a��Director��III.��The��Administrative��Assistant��II��performs��a��variety��of��clerical��
and��secretarial��duties��in��support��of��an��administrator��such��as��a��supervisor,��manager��or��specialist.������
��
REPRESENTATIVE��DUTIES:��
The��following��duties��are��examples��of��assignments��
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��
Researches,��compiles��and��verifies��a��variety��of��data��and��information;��computes��statistical��information��for��
various��reports��as��necessary;��processes��a��variety��of��forms��and��applications��related��to��assigned��functions;��
duplicates��and��distributes��materials��as��needed.��
��
Coordinates,��schedules��and��attends��a��variety��of��meetings,��workshops��and��special��events;��prepares��and��sends��
out��notices��of��meetings;��compiles��and��prepares��agenda��items��and��other��required��information��for��meetings,��
workshops��and��other��events;��sets�rup��equipment��and��supplies��for��meetings��and��other��events��as��needed;��
takes,��transcribes��and��distributes��minutes��as��directed.��
��
Performs��a��variety��of��clerical��accounting��duties��in��support��of��assigned��program��or��office��as��assigned;��
monitors��fiscal��activity��and��funds��for��income��and��expenditures,��and��compared��to��established��budget��
allocations;��assists��in��assuring��expenditures��to��do��not��exceed��established��budget��limitations��as��assigned;��
calculates,��prepares��and��revises��accounting��and��budgetary��data;��balances��and��reconciles��assigned��accounts��
and��budgets��as��required;��processes��budget��transfers��and��purchase��orders.��
��
Performs��special��projects��and��prepares��various��forms��and��reports��on��behalf��of��the��assigned��administrator;��
attends��to��administrative��details��on��special��matters��as��assigned.��
��
Communicates��with��personnel��and��various��outside��agencies��to��exchange��information��and��resolve��issues��or��
concerns.��
��
Operates��a��variety��of��office��equipment��including��a��calculator,��copier,��fax��machine,��computer��and��assigned��
software.��
��
Receives,��sorts��and��distributes��mail;��prepares��and��distributes��informational��packets��and��bulk��mailings��as��
directed.��
��
Maintains��appointment��and��activity��schedules��and��calendars;��coordinates��travel��arrangements��and��hotel��
reservations��as��necessary;��reserves��facilities��and��equipment��for��meetings��and��other��events��as��needed.��
��
Monitors��inventory��levels��of��office��and��designated��supplies;��orders,��receives��and��maintains��appropriate��
levels��of��inventory��as��required;��prepares,��processes��and��codes��purchase��orders��and��invoices��as��assigned;��
arranges��for��billings��and��payments��as��directed.��
��
Collects��various��monies��and��fees��for��assigned��office��or��programs��as��required;��prepares��deposits��as��directed.����
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Methods,��procedures��and��terminology��used��in��clerical��accounting��work.��
Modern��office��practices,��procedures��and��equipment.��
Correct��English��usage,��grammar,��spelling,��punctuation��and��vocabulary.����
Data��control��procedures��and��data��entry��operations.��
Interpersonal��skills��using��tact,��patience��and��courtesy.����
Operation��of��a��computer��and��assigned��software.��
Oral��and��written��communication��skills.��
Methods��of��collecting��and��organizing��data��and��information.��
Mathematic��calculations.��
��
ABILITY��TO:��
Perform��varied��and��responsible��secretarial��and��administrative��assistant��duties��to��relieve��the��Director��of��
administrative��and��clerical��detail.��
Plan,��coordinate��and��organize��office��activities��and��coordinate��flow��of��communications��and��information��for��
the��administrator.��
Assure��smooth��and��efficient��office��operations.��
Learn��organizational��operations,��policies��and��objectives.��
Learn,��interpret,��apply��and��explain��laws,��codes,��rules,��regulations,��policies��and��procedures.��
Compose��correspondence��and��written��materials��independently��or��from��oral��instructions.��
Perform��a��variety��of��clerical��accounting��duties��in��support��of��assigned��department��or��program.��
Type��or��input��data��at��an��acceptable��rate��of��speed.��
Answer��telephones��and��greet��the��public��courteously.��
Complete��work��with ���r�� ��
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Sitting��or��standing��for��extended��periods��of��time.��
Bending��the��waist,��kneeling��or��crouching��to��file��and��retrieve��materials.��
��
��
Approved��by��Personnel��Commission:��December��14,��2016��
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Director�rClassified��Personnel��Services��
��
��
��


