
 
 

   
 
 

 
 

   
   

 
  

 
 

 
 

 
 

     
    

   

   
  

  

 
 

  
 

 

    

 

   
  

 
  

   
  

 
 

 
   

 
 

    
 

 
 

  

 
 

 

SAN MATEO COUNTY OFFICE OF EDUCATION 

CLASS TITLE: SENIOR EXECUTIVE ASSISTANT 

BASIC FUNCTION: 

Provides primary executive-level administrative support the Deputy Superintendent, Instructional 
Services by coordinating projects and communications; managing information and administrative 



     
 
 

 
 

 
 

 
  

 
   

 
 

 
  

 
 

 
 

  
 

 
 

 
 

 
 

  
  

 
  

  
     

 
 

 
 

     
   

 
 

 
 

 
  

  
 

   

  
 

 

Senior Executive Assistant - Continued Page 2 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Organizational and division-level operations, policies and procedures; 
Executive-level administrative support requirements, methods, practices and procedures; 
Purposes, objectives, and procedures of the departments and programs within the Instructional 
Services Division; 
Advanced administrative technical and writing skills required to draft business correspondence, 
edit and proofread reports, create spreadsheet, PowerPoint and electronic forms and documents; 
Technical and operational knowledge of Microsoft Suite business applications including, Word, 
Excel, and PowerPoint and other relevant software. 
Effective public relations techniques. 

ABILITY TO: 


