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         Classification Description

Executive Secretary 2
Department:
Multiple







FLSA: Non-Exempt
Job Class #:  
103000







Represented: No
Pay Range:
0K06
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is responsible, comprehensive administrative support work performed for the County Executive. Work is of a highly complex, confidential nature requiring considerable knowledge of the professional and technical aspects of the job and of the executive department.  As the executive assistant for the County Executive, this position may deal with high profile issues, requiring an advanced level of tact and diplomacy. 
SERIES CONCEPT  
The Executive Secretary 2 is the second level in the series. This position is distinguished from the Executive Secretary by the complexity of work and the level and scope of supervision received and exercised.  
ESSENTIAL FUNCTIONS :

· Function as a liaison for the County Executive, resolving issues of varying levels of importance.

· Advise department heads and staff regarding the direction to take issues being brought to the Executive.

· Coordinate the Executive’s calendar commitments. 

· Act on issues in the Executive’s absence and implement Executive directives. May represent the Executive at meetings.  

· Maintain a well-versed knowledge of the Executive’s business items to communicate effectively with internal and external agencies, including the media. 

· Prioritize items appropriately for the Executive. 

· Manage contacts and communication requests for a wide variety of internal and external agencies/ departments.  Receive and screen telephone calls and visitors.  

· Coordinate issues on behalf of the Executive with other county elected officials, department personnel, and other government organizations.

· Handle/attend to various issues with tact and diplomacy. 

· Routinely brief the Executive on a variety of issues. 

· Attend meetings with the Executive and follow-up on issues presented. 

· Oversee the day-to-day operations of the Executive’s office.

· Provide direction to administrative staff within the Executive’s Office.

· Perform a full range of administrative functions for the Executive such as correspondence preparation; editing Executive drafts for conformance with departmental standards; and coordinating meetings. 
· Arrange meetings, travel, transportation, and accommodations.  

· Create and/or modify administrative procedures. 

· Explain or interpret complex rules, policies, and operating procedures.

OTHER FUNCTIONS
· May coordinate the installation of department-wide systems and the training of personnel in its application.

· May supervise and coordinate the activities of subordinate employees which may include preparation of performance evaluations, recommendation of disciplinary matters, and counseling to ensure the proper performance of duties of subordinates.  

· May recommend purchases, contact vendors, compare prices, initiate requisitions.

· Other duties as assigned.
SUPERVISION RECEIVED AND EXERCISED  
Work in this position involves considerable use of independent judgment in analyzing problems and making recommendations and reports to the Executive.  Assignments are received in general form and require considerable discretion in defining a plan of action and carrying the task through to completion.  Work is reviewed periodically through reports, conferences for effectiveness and annual evaluations.

WORK ENVIRONMENT  
The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Executive Secretary 2 typically works in an office environment on a daily basis.  Incumbents may be required to work at a desk or other work station for prolonged periods; constant attention to detail is required.  Ability to concentrate with frequent interruptions and general office noise is required.  Incumbents may be required to travel to various work locations.

PHYSICAL REQUIREMENTS  
The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and minimal unassisted lifting associated with the job duties is required.

KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of:

· Pierce County issues, practices, and structure.
· Office principles, practices, and techniques applicable to office functions.
· Public relations techniques.  

· Computer/automated systems utilized in the performance of job duties. 

Skill in:
· Use of effective independent judgment, decision-making, and problem solving in the application of a wide variety of laws, policies and procedures.

· Compiling and analyzing fiscal and statistical data and in analyzing complex problems and determining appropriate solutions.  

· Utilizing personal computers and software programs.

Ability to: 
· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
RECRUITING REQUIREMENTS
Four years of progressively responsible clerical or administrative experience.  Continuing education in fields related to the position may substitute for up to two years of the experience requirement.
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