Executive Assistant

Department  County Administrator
Classification Grade 12

Reports to County Administrator
Unit Non-union
Supervises N/A

FLSA Status Non-exempt

Position Description

Serve as the administrative resource for the County Administrator and County Board of
Commissioners. Perform administrative functions including processing confidential labor
relations information, correspondence, agenda and minutes, reporting activities, calendar,
communications, website and technology management, meeting and event management,
projects and general office functions.

Essential Duties and Responsibilities

Provide reception and administrative coverage for the County Administrator, Board of
Commissioners and other staff as assigned, responding to inquiries, communicating
information and managing messaging.

Assist County Administrator and members of the Board with research projects, software and
technical support; perform administrative and clerical functions; organize and maintain
official files of the County Administrator; records retention.

Coordinate and schedule meetings, conferences and trainings; provide technical support
and setup for events; coordinate video conferencing.

Prepare and organize County Board agenda materials with supporting documents for
County Administrator’s review, complete required revisions and prepare final documents.
Manage agenda/minutes management software.

Prepare County Board and Committee minutes as assigned, ensuring attainment of required
approvals, document signing and distribution.

Administer committee appointments including committee database, informational
reporting, prepare participant notifications.

Create and maintain various records, databases and listings for key contact, templates and
related departmental needs.

Manage department supply and equipment inventory.

Content development and review for intranet and website.

Prepare, maintain and update advanced word processing and Excel documents; copy,
assemble, file and distribute materials; maintain department calendar, website; act as
department central point of contact; sort and distribute mail.

Assist in absence of the County Administrator.

Assist with special projects, as needed.
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Qualifications and Knowledge, Skills and Abilities

Minimum qualifications

e High school graduate or equivalent

e 2 years post-secondary education in administrative/clerical course work, Business
Administration or related field and 4 years work experience in a professional office setting
Or equivalent combination of education and/or work experience of a similar nature and
scope of responsibility

e Education and/or work experience with Microsoft Office (Word, Excel, Outlook,
PowerPoint)

Knowledge, Skills and Abilities

Knowledge: Microsoft Office suite. Office practices, procedures, equipment and office support
techniques. Functions of the organization and of administrative policies and practices.
Technology related to virtual/distance meetings and training. Adhere to all laws, statutes,
policies and rules with the essential level of confidentiality and safety required of the position.
Skills: Time management, under strict timelines and administrative requirements. English
grammar, punctuation and vocabulary. Customer service. Establish and maintain effective
working relationships. Advanced computer skills. Effective communication, verbally, in writing
and presentation. Proficient in using automated systems relevant to the position.
Communicate effectively both orally and in writing with all stakeholders relevant to the
position. Detail-oriented with strong organizational skills, accuracy, and problem solving.
Abilities: Make office deliveries, attend trainings/meetings, on an as needed basis, via a reliable
means of transportation. Maintain strict confidentiality. Organize work effectively and handle a
wide variety of duties; provide attention to detail. Work independently and make appropriate
decisions in a prompt and efficient manner. Prioritize workload and meet multiple deadlines;
multi-task; be flexible with work demands. Work in a changing environment. Establish and
maintain effective working relationships. Follow established procedures and directives from
supervisors.

Preferred Qualifications

e Work experience with Boards, agendas and minutes
e Work experience with technology management

e Content development and website management

e Work experience with press releases and media

Physical Requirements

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time. Jobs are sedentary if walking
and standing are required only occasionally and all other sedentary criteria are met.

Note (Management Right)

The above position description is intended to represent only the key areas of responsibilities;
specific position assignments will vary depending on the business needs of the department.
regular attendance on the job and the performance of other duties as assigned are required.
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The County retains the discretion to add or change the contents of this position description at
any time.

Revision date 12/23/2025
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