Job Title:  Executive Assistant to the Chief Operating Officer

York County
Job Description

Job Title: Executive Assistant to the Chief Operating Officer
Revision Date:  September 2022
Full time  FORMCHECKBOX 
     Part time    FORMCHECKBOX 

Hours of Work: 8:00am – 4:30pm
Hours per week: 40
Shift: Day
Department No: 01
Department Name: Commissioners’
Reports to (title only): Chief Operating Officer / Chief Clerk

To be completed by the Human Resources Department:

   FLSA Status:
    FORMCHECKBOX 
  Exempt            FORMCHECKBOX 
  Non-Exempt
   Classification:

   Grade Level:
Please complete the following to ensure that the essential functions and requirements are accurate, clear and consistent with the needs of the position.
 


POSITION SUMMARY

The Executive Assistant to the Chief Operating Officer / Chief Clerk provides high-level administrative support and coordination.  This position serves as the conduit between the Commissioner and the public, including other governmental officials, staff and external organizational representatives.  

ESSENTIAL REQUIREMENTS

· Qualified applicant must possess a High School Diploma or equivalent and three (3) to five (5) years of progressively more responsible administrative support experience.  Previous governmental experience is a plus.  
· Thorough working knowledge of Microsoft Office Suite.

· Excellent customer service skills.

· Possess knowledge of state, federal and county standards, regulations and policy governing county operated programs and implement them into countywide practices.

· Travel throughout York County.

.
ESSENTIAL DUTIES AND RESPONSIBILITIES

· Using self-motivation and independent judgment, performs a variety of administrative tasks ranging from maintaining schedules, setting meetings, reviewing and responding to incoming mail and e-mails. 

· Acts as liaison between President Commissioner, members of the public, elected officials, county departments and others.  

· Collects and compiles information for specific decision-making or problem resolution purposes for the Chief Operating Officer.
· Prepares and has access to confidential and sensitive documents and correspondence, agendas, statistical reports and spreadsheets.  
· Coordinates meetings, schedules meeting rooms, prepares agendas and minutes, as requested.
· Assists with Conservation District Board appointment notices.

· Attends internal and external meetings with or as a representative of the County.
· Prepares Commissioner meeting agenda and minutes of public meetings for the Board of Commissioners, Salary Board, Depository Board, Election Board and Prison Board.

· Communicate with department personnel, government agencies/personnel and York County residents.

· Coordinates annual County-wide event planning
· Provides relief coverage for telephone and front counter duties, and sorting and distribution of mail as needed.

· Other reasonable duties as assigned.

ESSENTIAL PHYSICAL AND MENTAL JOB REQUIREMENTS

Please check those items that apply to the essential job functions of the job title listed above. Each category must be completed.

1. Following Directions

 FORMCHECKBOX 
 Full Understanding of Both Written and Verbal Instructions Required

 FORMCHECKBOX 
 Understanding of Verbal Instructions Only Required

 FORMCHECKBOX 
 Understanding of Written Instructions Only Required

2. Communication - English

 FORMCHECKBOX 
 Excellent Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Basic Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Limited or No Verbal Communication Skills Necessary

3. Functional Reading - English

 FORMCHECKBOX 
 Fluent Reading

 FORMCHECKBOX 
 Recognition of Signs/Symbols

 FORMCHECKBOX 
 Simple Reading

 FORMCHECKBOX 
 No Reading Skills Required

4. Hearing







 FORMCHECKBOX 
 Ability to Hear Required

 FORMCHECKBOX 
 Limited Hearing



   

 FORMCHECKBOX 
 Hearing Not Required



   

5. Seeing 

 FORMCHECKBOX 
 20/20 Vision with Corrective Eyewear 

 FORMCHECKBOX 
 Limited Vision 

 FORMCHECKBOX 
 Vision Not Required 

6. Functional Math

 FORMCHECKBOX 
 Complex Computational Skills (Accounting and Financial Skills)

 FORMCHECKBOX 
 Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents)

 FORMCHECKBOX 
 Simple Counting Skills

 FORMCHECKBOX 
 No Mathematical Skills Needed

7. Time

 FORMCHECKBOX 
 Must Tell Time to the Minute

 FORMCHECKBOX 
 Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch)

8. Orientation (Familiarity with Surroundings)

 FORMCHECKBOX 
 Several Blocks From Building

 FORMCHECKBOX 
 Building Only

 FORMCHECKBOX 
 Work Area
           


 FORMCHECKBOX 
 Room Only
              

9. Mobility Skills


 FORMCHECKBOX 
 Mobility Within the Building

 FORMCHECKBOX 
 Mobility Within a Four-Block Radius

 FORMCHECKBOX 
 Driving Required 

10. Sitting







 FORMCHECKBOX 
 75% - 100%

 FORMCHECKBOX 
 50% - 75%

 FORMCHECKBOX 
 25% - 50%

   

 FORMCHECKBOX 
 Less than 25%
   

11. Standing

 FORMCHECKBOX 
 75% - 100%
 FORMCHECKBOX 
 50% - 75%
 FORMCHECKBOX 
 25% - 50%
 FORMCHECKBOX 
 Less than 25%

12. Bending



 FORMCHECKBOX 
 Knees and Waist

 FORMCHECKBOX 
 Waist Only

 FORMCHECKBOX 
 Knees Only

 FORMCHECKBOX 
 No Bending Required

13. Lifting


 FORMCHECKBOX 
 Greater than 30 lbs.          

 FORMCHECKBOX 
 10 - 30 lbs.

 FORMCHECKBOX 
 Less than 10 lbs.

 FORMCHECKBOX 
 No Lifting Required

14. Reaching

 FORMCHECKBOX 
 Greater than 6 Feet           

 FORMCHECKBOX 
 2 - 6 Feet            
 

 FORMCHECKBOX 
 Less than 2 Feet

 FORMCHECKBOX 
 Reaching Required

Acknowledgement

Completed by:
	Supervisor/Manager/Director/

Elected Official Name:
	

	Title:
	

	Date:
	


Acknowledged by:

I acknowledge that I have reviewed this job description and that I understand all content. 

	Employee name: (please print)
	

	Employee Signature:
	

	Date:
	


The above job description is intended to describe the general nature and level of the work being performed by employees assigned to this job title.  This is not an exhaustive or comprehensive list of all duties, tasks and responsibilities.  Employees will be expected to perform duties that do not appear on the job description.  Management reserves the right to amend and change responsibilities to meet operational  and organizational needs as necessary.









PAGE  

