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Equal Opportunity Employer    

 

        

POSITION TITLE  Administrative Specialist, Senior  DIVISION:  General Administration  

WORK YEAR:  12 Months  DEPARTMENT:  Administration 

LOCATION:  CES  SALARY SCHEDULE:  Support Services  

        

 

 DEFINITION:  

  

The Administrative Specialist, Senior provides highly skilled and complex administrative secretarial support to 

the assigned Executive Director or equivalent. He or she exercises considerable discretion regarding District 

Policies and procedures, maintains the highest levels of confidentiality and performs job-related duties as 

assigned. 

 

ESSENTIAL FUNCTIONS: 
  

1. Provides administrative secretarial services to the assigned Executive Director or equivalent, including 

management and coordination of activities associated with the assigned function; screening calls; and 

scheduling and coordinating meetings. 

2. Provides and assures effective coordination of oral and written information; controls and disseminates 

sensitive information and material; maintains suspense files and assures deadlines are met. 

3. Provides information and assistance to appropriate parties, including government officials, business and 

media professionals, the general public and District staff requiring in-depth knowledge of policies, 

procedures, and programs; follows up as necessary. 

4. Prepares reports and correspondence; performs research and/or analysis independently or as directed. 

5. Reviews and edits printed material to assure (i) compliance with rules and conventions of Standards English 

(e.g., grammar and spelling), (ii) readability and (iii) conformance with applicable procedures and policies. 

6. Assists in budget preparation; maintains budget and prepares budget variance reports. 

7. Assures effective communication with all District staff at the direction of the Executive Director or 

equivalent. 
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QUALIFICATIONS:  

  

1. High school diploma required; job related associate degree preferred. 

 

2. Ability to use word processing, spreadsheet and database management software to produce a wide 

variety of types of electronic and printed documents (e.g., memoranda, letters, reports, tables, graphs and 

charts) without assistance. 

 

3. Ability to take accurate minutes and create appropriate oral and written communications. 

 

4. Ability to follow oral and written instructions with little or no supervision. 

 

5. Five years of secretarial, office management or equivalent experience. 

 

6. Effective working command of the rules and conventions of Standard English, including the ability to 

compose and edit written material (e.g., memoranda, letters and reports) to assure readability and correct 

use of grammar, spelling, and punctuation.   

 

7. Ability to plan, organize and maintain a filing system so that documents are systematically stored and 

readily available.  

 

8. Ability to plan, organize, schedule, carry out and supervise projects. 

 

9. Ability to operate and perform routine maintenance on office machines related to the job (e.g., printers, 

fax machines, photocopiers and telecommunications equipment). 

 

10. Knowledge of District policies and procedures is preferred.  

 

11. Knowledge of operations of the function to which is assigned is preferred.  

 

12. Ability to maintain confidentiality of sensitive information and to communicate appropriately such 

information to all interested parties, including District staff, government officials and the general public. 

 

 

SUPERVISION RECEIVED:   

  

Executive Director or equivalent  

  

  

 SUPERVISION GIVEN:   

 

Other office staff as necessary 

   

PREPARED BY:  APPROVED BY  

   

APPROVED BY 

PERSONNEL:  

NUMBER  
EFFECTIVE  DATE  

CG   JDRC  3/30/2016 
3477 

  
3/30/2016 

 


