JOB NUMBER  102

LAKE COUNTY FOREST PRESERVE DISTRICT

EXECUTIVE ADMINISTRATIVE ASSISTANT
The Executive Administrative Assistant is responsible for administrative tasks for the Executive Director, Chief Operations Officer, Director of Finance, Director of Education and Board of Commissioners. Acts as Assistant Board Secretary and functions as FOIA Officer in their absence.  Reports to the Executive Director.  May serve as acting Manager of Board Operations.  
ESSENTIAL FUNCTIONS

1. Prepares, screens and answers correspondence independently.

2. Prepares daily correspondence, board documents, draft responses and presentations for Executive Director and Chief Operations Officer.  

3. Assembles agendas for committee meetings.  Assists the Manager of Board Operations with the Agenda workflow process.  Works closely with District’s Corporate Counsel.  

4. Prepares Notices and Calls of Committee Meetings for members and media. Transcribes the proceedings of various meetings, including difficult legal terminology, using judgment as to content.
5. Prepares various documents in development of the annual District budget.  Ensures staff completion of Budget Policy review, Achievements and Narratives documents and prepares final documents.  Compiles final budget book and manages printing and dissemination process.  
6. Directs the records retention process for the District.  Works closely with Illinois Secretary of State’s office on District’s Records Retention Schedule.  Communicates information to department records champions.  Maintains and organizes document destruction process.  Works with Human Resources on accuracy of Records Management policy.  


7. Gathers, examines and analyzes data from various sources to solve problems and complete projects using professional expertise and knowledge.

8. Screens telephone calls handling them personally, giving advice based on knowledge of policies, procedures and executive management view point.

9. Performs tasks that will require walking, bending, stooping, standing, kneeling, climbing, reaching and sitting.

10. Drives a motorized vehicle to travel to different locations.

11. Performs lifting tasks up to 25 pounds.

MARGINAL FUNCTIONS

1. May assist with the management and dissemination of records under the Freedom of Information Act. 

QUALIFICATIONS

1.
Completion of two years of business-related college course work or executive secretarial training. 

2.
Five years’ experience in office management.


3.
Proven ability to maintain confidentiality at the highest level in the organization.

4.
Knowledge of the Freedom of Information Act and the Open Meetings Act. 

5.
Excellent computer skills including document management, word processing and spreadsheet programs.  Ability to transcribe from recording device.
6.
Ability to set priorities.

7.
Must possess valid driver’s license.

PSYCHOLOGICAL CONSIDERATIONS

1.
Ability to work independently with minimal supervision.

2.
Ability to handle confidential material.

PHYSIOLOGICAL CONSIDERATIONS

1.
Ability to climb, stoop, bend, reach, walk, sit, kneel, or stand for long periods of time.

2.
Ability to drive motorized vehicle to perform job-related functions and attend meetings.

3.
Ability to lift up to 25 pounds.

COGNITIVE CONSIDERATIONS

1.
Considerable judgment and independent actions are used in establishing or adopting work procedures to new situations.

2.
Exercises a high level of discretion in the application of administrative and business management skills.

3.
Interpersonal skills to establish and maintain effective working relationship with elected officials and employees and the general public.

4.
Ability to present facts and recommendations effectively in oral and written form.

ENVIRONMENTAL CONDITIONS

1.
Performs work on computer.  These conditions include lighting, work surface height, work area and seating. 

2.
Performs activities indoors.  These conditions include lighting and temperature.

The above is intended to describe the general content of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.   
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