Lexington-Fayette County Health Department

Position Description

	Job Title:
	Executive Assistant - Human Resources

	Incumbent:
	

	Department: 
	Human Resources

	Position No:
	

	Class Code:
	

	Reports To:
	Human Resources Officer

	FLSA Status:
	

	Prepared By:
	Human Resources

	Prepared Date:
	9/25/12


SUMMARY

Responsible for performing administrative support for the supervising officer and to relieve the officer of administrative details within his/her office.  Provide variety of advanced, diversified and confidential administrative duties for key personnel and others as directed. 
EXPECTATIONS OF EMPLOYEE

· Adheres to Health Department Policy and Procedures

· Acts as a role model within and outside the Health Department

· Performs duties as workload necessitates

· Maintains a positive and respectful attitude

· Communicates regularly with supervisor about business unit issues

· Demonstrates flexible and efficient time management and ability to prioritize workload

· Demonstrates awareness and understanding of the various internal and external cultures that utilize department services 

· Consistently reports to work on time prepared to perform duties of position

· Meets Health Department productivity and quality standards

· Will prepare, respond and assist in recovery to potential or actual natural/man made chemical, biological, radiological, nuclear and/or explosive event(s)

· Maintains appropriate customer relations

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned. 

Responsible to maintain records and files for HR office including personnel files and related information; responsible to create and/or maintain logs and checklists and perform necessary follow-up to keep records current.   

Responsible to manage the personnel requisitions process. 

Provides general clerical support to HR office to include mail duties, filing, photocopying, collating and faxing; provides back up for other administrative functions as necessary, which may include mailroom and switchboard coverage. 
Assists the officer in planning and analyzing special problems and handle details; assist with HR projects and meetings and provides information on department services and functions.   

Provides customer service to internal and external customers by accepting incoming telephone calls and visitors to the HR office. Tactfully directs callers and visitors to the appropriate parties.  

Prepares and maintains correspondence and electronic records, including letters, meeting minutes, forms, and reports from drafts.  Composes replies to correspondence as directed by the supervising officer; maintains filing systems for agendas, minutes and relevant materials; compiles monthly reports for distribution to staff and relevant committee members.     
Makes appointments and maintains appointment schedule for the supervising officer, making sure that communication between officer and department staff is kept open.

Contacts persons in the department or in outside agencies to collect or give information, makes arrangements for meetings, trainings and conferences.  
Serve on logistics team and/or other assigned roles in the event of community disaster or preparedness exercises. 

SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities.  Incumbent works under the general supervision of the officer.
QUALIFICATIONS   To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION and/or EXPERIENCE 

High School diploma/GED and 18 months business education or training beyond the high school level and five (5) years of responsible administrative experience; experience with data entry, word processing and Excel spreadsheets; experience providing support to management level personnel.  

SPECIAL KNOWLEDGE and SKILLS   This position requires effective oral and written communication skills, excellent interpersonal skills, and intermediate computer literacy.

Working knowledge and skill in Microsoft Outlook, Word, Excel and PowerPoint application.  
Comprehensive knowledge of business English, spelling punctuation, grammar, and arithmetic; Considerable ability to compose correspondence independently. 
Considerable ability to exercise courtesy and tact in interactions with all individuals. 
Considerable ability to deal with sensitive and complex matters effectively and maintain complete confidentiality.

Considerable ability to establish and maintain effective working relationships with other employees.

Comprehensive knowledge of the functions, procedures, organization and the governing laws and regulations of the Department.
LANGUAGE SKILLS 

Incumbent must possess the ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Incumbent must possess the ability to write reports, business correspondence, and procedure manuals; effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS 

Incumbent must possess the ability to work with mathematical concepts such as probability and statistical inference, and the ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY 

Incumbent must possess the ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Incumbent must possess the ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

CERTIFICATES, LICENSES, REGISTRATIONS 

Appropriate level Incident Command System (ICS) must be obtained within one year of appointment.

PHYSICAL DEMANDS

While performing the duties of this job, the incumbent is regularly required to sit and talk or hear.  The incumbent frequently is required to use hands to finger, handle, or feel; reach with hands and arms.  The incumbent is occasionally required to stand, walk, stoop, kneel, crouch, crawl and climb or balance.  The incumbent is required to file using manual filing cabinets.  The incumbent must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, and ability to adjust focus.

WORK ENVIRONMENT  

While performing the duties of this job, the incumbent is occasionally exposed to outside weather conditions.  The noise level in the work environment is usually moderate.

The intent of this position description is to provide a representative summary of duties and responsibilities that will be required of positions given this title and is not a declaration of the specific duties and responsibilities of any particular position.  Employees may be assigned job-related tasks other than those specifically presented in this description.

 

 

_________________________________________


________________

Employee









Date

 

_________________________________________


________________

Human Resources Representative





Date

 

_________________________________________


________________

Supervisor









Date

PAGE  
2

