SANTACLARACOUNTYOFFICBFEDUCATION

CLASSITLEEXECUTIVASSISTANT
BASIGUNCTION:

Under the direction of the Director Il  HHuman Resourcespr the Director Il — ClassifiedPersonnel
Servicesperforms varied, responsibleand confidential administrative assistantduties to relieve the
Director of administrative and clerical details; plans, coordinatesand organizesoffice activities and
coordinatesflow of communicationgor the Director; servesas liaisonbetweenthe Directorand other
County Office departments/staff, district, union membersand outside agencies;servesas recording
secretaryto the PersonnelCommission.

REPRESENTATMETIES:

Thefollowing duties are examplesof assignmentgperformed by incumbentsin this classification.It is
not atotally comprehensivaist of



ExecutiveAssistant continued Page2
Composesindependentlyor from oral instructions,note or roughdraft, a variety of materialsincluding
inter pffice communicationsg mails,forms, contracts,letters, memoranda,bulletins, flyers, brochures,
agendatemsandother materials;reviewsand proofreadsa variety of documents.

Preparesand maintains a variety of data, records and reports related to






