SANMATEO COUNTY OFFICE OF EDUCATION

CLASSTITLE: EXECUTIVE ASSISTANT Ill, NON-CONFIDENTIAL

BASIC FUNCTION:
Performhighly responsiblaecretarighndadministrativesuppordutiesto the AssociateSuperintenderand

County Board of Education;interpret policies and regulationsto officials, staff and the public; plan,
coordinateand organizeoffice activitiesandflow of communicationsand informationfor the assigned
administratorand maintainconfidentialityregardinga variety of issues.

DISTINGUISHING CHARACTERISTICS:

The ExecutiveAssistantlll, NonConfidentialclassificationprovidesprimary and complexadministrative
support to an AssociateSuperintendentesponsibldor



Executive Assistant Ill, Non- Confidential - Continued Page2



Executive Assistant Ill, Non- Confidential - Continued Page3

inventoryof suppliesandequipmentn accordancevith established guidelines.

Developandimplemenbffice procedureto assureompleteandtimely operationsgreateffice formsto
facilitatework flow.

OTHERDUTIES:
Performrelateddutiesasassigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Functionsandsecretarial operatiorms anadministrative office.Organizational operations, policiasd
objectives.

Applicablelaws,codesyegulations, policieandproceduresModernoffice practices, proceduresd
equipment.

Recordkeepingechniques.
CorrectEnglishusagegrammarspelling,punctuatiorandvocabulary.Oral andwritten communication
skills.
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Any combinatiorequivalento: associate’slegreen secretariascienceor relatedield andfour yearsof
increasingly responsible secretariahdministrative assistant experience.

WORKING CONDITIONS:

ENVIRONMENT:
Office environmentConstantnterruptians.

PHYSICAL DEMANDS.:

Hearingandspeakingo exchangénformationin persoror onthetelephoneDexterityof handsand
fingersto operatea computer keyboard.

Seeingo reada varietyof materials.

Sitting or standingor extendegberiodsof time.

Bendingthewaist,kneelingor crouchingo file materials.
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