CITY OF POMPANO BEACH JOB CODE 128
CLASSDESCRIPTION

EXECUTIVE SECRETARY
GENERAL

Specidized, adminigrative and very responsible secretarid work for the City Manager. Supervison and
direction is receved from the Manager who confers with the employee on unusua or complex
adminigrative and legd problems. Supervison may be exercised over subordinate clerical personnel.

EXAMPLESOF ESSENTIAL DUTIES

(These are intended only as illugtrations of the various types of work performed. The omisson of
gpecific duties does not exclude them from the podtion if the work is smilar, rdated, or a logicd
assignment to the pogition.)

Acts as secretaria and adminigtrative assstant to the City Manager.

Interprets adminidrative policy and decisons as explained and directed.

Performs public relaions function with the public, department heeds, officias and personnd and visitors.
Coordinates meetings, conferences and appointments for the City Manager.

Prepares weekly Commisson Agenda by inputting information into the computer, copying and
didributing.
Takes and transcribes difficult technical dictation if necessary. Prepares reports and records. Takes calls
and answer inquiries. Opens and sorts mail. Composes correspondence independently and maintains
records and files. Maintains some accounting, payroll and other department bookkeeping records.
Processes purchase orders.
Sorts and opens mail daily for the City Manager and City Commission.
May take and transcribe minutes of meetings. Processes dl materias for meetings. Maintains officia
records. May supervise clerica or secretarid employees. Supervises the flow of communications for the
office. Prepares specid reports. Performs travel arrangements for the City Manager.
Collectsinformation from a variety of sources and compiles data for specia and periodic reports;
Prepares the department or staff payroll, prepares and maintains departmenta personnel records;
Operates standard office, word processing and computer equipment.
Supervises and trains subordinate clerica employees.
Performs related work as required.



KNOWLEDGE, SKILLSAND ABILITIES

Thorough knowledge of standard office practices, procedures, equipment and secretarial techniques,
Thorough knowledge of business English, spdling and arithmetic;

Ability to interpret and apply policies and procedures,

Ability to make difficult arithmetic caculations and to set up complex forms and satisticd tables;

Ability to type, take and transcribe dictation accurately at a reasonable rate of speed;

Ability to plan and supervise the work of others, ability to establish and maintain effective working
rel ationships with other employees; ability to work independently in the absence of specific ingtruction;
Ability to understand and follow written and verbd instructions

Ability to establish and maintain effective working relaionships with other employees, City officids, and
the generd public.

Ability to communicate effectively, both verbdly and in writing, using excdlent English.

Ability to meet the public effectively.

MINIMUM QUALIFICATIONS

Graduation from high school or equivdent G.E.D.; commercid college or business school training.
Extensive experience in progressively responsible secretaria work.
A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS

Mug have the use of sensory <Kkills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and persond contact as normdly defined by
the ability to see, read, tak, hear, handle or fed objects and controls. Physical capability to effectively
use and operate various items of office rdated equipment, such as, but not limited to a, persond
computer, cdculator, copier, and fax machine. No dgnificant standing, waking, moving, dimbing,
carrying, bending, kneding, crawling, reaching, and handling, Stting, tanding, pushing, and pulling.

SPECIAL REQUIREMENTS
None.
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Reasonabl e accommodations may be made to enable individuals with disabilities to perform the essential functions.



