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CONTRA COSTA WATER DISTRICT

ADMINISTRATIVE ASSISTANT

DEFINITION
To provide responsible para-professional assistance in the analysis, implementation and monitoring of programs; and to provide highly responsible administrative staff assistance including conducting specific and moderately complex analyses of a wide-range of departmental activities.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from management; may receive technical and functional supervision from other administrative or professional personnel.

May exercise technical and functional supervision over assigned secretarial and clerical personnel.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Provide responsible para-professional and technical assistance in the analysis, implementation, and monitoring of departmental programs.

Assist in formulating departmental policy, goals and procedures; collect and compile relevant data supporting recommendations.

Assist in the development of new program elements and program modifications as necessary to meet stated goals and objectives.

Monitor and coordinate the daily operation of assigned project or program areas; perform administrative detail work and maintain appropriate records and statistics.

Provide responsible administrative staff assistance including conducting analyses of a wide range of departmental activities.

Conduct surveys and perform moderately complex research and statistical analyses as requested; prepare related reports.

Compile materials and assist in the preparation of reports, manuals and publications.

Direct basic office management functions which may include supervision of others; coordinate data processing needs.

EXAMPLES OF DUTIES (Continued)

Assist in the preparation of a budget; prepare budget recommendations relative to assigned areas of responsibility; research past expenditures and project next year increases.

May perform highly responsible secretarial duties for assigned management including maintaining calendars, responding to correspondence, scheduling meetings, typing reports and letters, and answering phones.

Coordinate activities with and provide information to outside contractors and service suppliers.

Respond to complaints and requests for information from the public and department staff.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge of:

Principles and practices of business letter and report writing.

Applicable Federal, State and local laws regulations.

Principles of community relations.

Basic financial/budgetary systems and procedures.

Basic statistics and quantitative analytic techniques.

Computer software and electronic spreadsheets.

Business English, composition and proper format.

Ability to:

Continually, sit for long periods of time, hear and talk with the public, read presented documents, type on a key board, file papers and reports.

Intermittently, analyze assignments received, differentiate between two or three sets of information, identify and interpret general department information, know, observe, prioritize, problem solve, remember, understand, explain, and count.

Ability to: (Continued)

Learn the operation, policy and procedures of assigned department or office.

Work independently with little or no supervision.

Perform a wide variety of administrative duties on behalf of a high level administrator with little or minimal supervision.

Learn specialized computer programs.

Interpret and apply pertinent Federal, State, and local laws, codes and regulations.

Supervise, train, and evaluate assigned staff, as necessary.

Use a computer and a variety of other office machines.

Analyze situations accurately and develop effective courses of

action.

Perform administrative detail work.


Prepare clear and concise reports.


Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:


Experience:

Four years of highly responsible administrative or complex secretarial experience providing support to a high level administrator.



Training:

Equivalent to the completion of the twelfth grade supplemented by course work in business, economics, statistics or a related field.  Associate's degree preferably in business, accounting, office management, or a related field.

License or Certificate:

May need to possess a valid California driver's license depending on position.
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