DISCLAIMER

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.
City of Peachtree City, Georgia

Job Description

POSITION:

EXECUTIVE ASSISTANT

DIVISION:

ADMINISTRATIVE SERVICES

REPORTS TO:
ADMINISTRATIVE SERVICES DIRECTOR

OVERVIEW:
This position is responsible for providing general administrative and clerical support to the Administrative Services Director, the City Manager, the Mayor and the City Council.

EDUCATION & DIRECTLY APPLICABLE EXPERIENCE

High school diploma and seven to ten years directly related experience 

or,

Public Safety Certification and five to ten years directly related experience

or,

Two years of college or Associate’s Degree and two to less than five years directly related experience

or,

A Bachelor’s Degree and less than two years directly related experience

SUPERVISORY CONTROLS

The work is performed under general supervision; the supervisor provides continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity expected, deadlines, and priority of assignments.  The supervisor provides additional, specific instructions for new, difficult or unusual assignments including suggested work methods or advice on source material available.

The employee uses initiative in carrying out recurring assignments independently but refers deviations, problems and unfamiliar situations not covered by instruction to the supervisor for clarification and direction

SUPERVISION GIVEN

This position does not supervise any other positions

GUIDELINES

Guidelines are available, but are not completely applicable to the work or have gaps in their specificity.  The employee uses judgment in interpreting and adapting guidelines such as organizational policies, regulations, precedents, and directions for application to specific cases or problems.  The employee analyzes results and recommends changes

COMPLEXITY

The work typically includes varied duties requiring many different and unrelated processes and methods.  Decisions involve the assessment of unusual circumstances, variations in approach, and incomplete or conflicting data.

The work requires many decisions concerning such things as the interpretation of large amounts of data, planning of the work or refining the methods and techniques to be used.

SCOPE AND EFFECT

The work product or service affects the work of other experts, the development of major aspects of programs or missions, or the well-being of substantial numbers of people.

PERSONAL CONTACTS

The majority of personal contacts are with high-ranking officials outside of the organization.

PURPOSE OF CONTACTS

The purpose is to obtain, clarify, or give information regardless of the nature of the information, i.e. the data may range from easily understood to highly technical

PHYSICAL DEMANDS

The work is mainly sedentary but may require some walking, standing, stooping, carrying of light items such as papers, books, or small part, or driving an automobile.  No special physical demands are required to perform the work.

WORK ENVIRONMENT

The work environment involves everyday risks or discomforts which require normal safety precautions.  Use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations and traffic signals are minimally required.

ESSENTIAL DUTIES

· Maintains and reviews logs for letters and complaints, requiring signatures by Mayor, Council members or Manager, to ensure timely responses.

· Screens citizen complaints and follows up with the proper departments.

· Reviews mail and documentation, maintains and schedules appointments and calendar and produces confidential memoranda for Mayor and City Manager.

· Provides backup to the Staff Assistant, Public Information Officer and Receptionist

· Serves as Quality Improvement Advisor to all departments.  Leads QIT committee.  Tracks projects’ status and targets for Directors and Chiefs.

· Attends meetings/transcribes minutes.

· Files/retrieves and maintains materials/data from department’s computerized and manual filing systems.

· Orders/maintains office and operating supplies for Administrative Services.

· Composes and types correspondence, memoranda, reports, forms, etc.

· Other duties, as requested

