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EXECUTIVE ASSISTANT 
 
JOB PURPOSE: 
Performs complex technical and difficult administrative work for the Director of Public Services with a variety of 
administrative and clerical tasks; does related work as required. Office management and supervision is exercised over 
office personnel. Work is performed under the general supervision of the Director of Public Services.   
 
ESSENTIAL FUNCTIONS/TASKS PERFORMED: 
 Maintains liaison between operations, maintenance, office staff, County Administration, regulatory agencies and the 

public for communication and correspondence with the Director of Public Services. 
 Conducts research as requested by the Director; handles special projects and assignments as directed by the Director. 
 Handles a variety of administrative or technical assignments including summarizing reports, conducting research  
 and preparing reports; and making recommendations. 
 Assists in preparation of the Sanitary Districts’ budgets, audits and monitors expenditures.  
 Under direction of the Director, plans and arranges meetings and conferences.  
 Assists with the writing of specifications for office equipment; discusses specifications with potential vendors;  
 prepares and submits drafts of bids and proposals to County procurement for review.  
 Prepares correspondence and memoranda independently and for the Director. 
 Composes and types correspondence, agendas, reports, memoranda in conformance with Sanitary District policies  
 independently or from brief instructions using specialized formats and/or sanitary district forms.   
 Types, files, answers telephones, faxes, makes copies, maintains records, etc. 
 Designs forms, brochures, manuals and updating of District information on County website, etc.  
 Schedules appointments, trainings and seminars for personnel upon request.  
 Monitors operators’ license requirements. 
 Maintains inventory of office supplies; orders and picks-up supplies for office, operations and maintenance. 
 Prepares and files various month, quarterly and annual fiscal transaction documents and reports. 
 Monitors, places and removes property liens and notifies owners.  
 Maintains purchasing records and invoice preparation. 
 Backs-up existing staff, when needed, in all facets of their job duties.  
 Performs related tasks as required. 
 
EDUCATION, EXPERIENCE AND TRAINING: 
Any combination of education and experience equivalent to graduation from high school and extensive increasingly 
responsible experience in office assistance and administrative work in a municipal function. 

 
KNOWLEDGE, SKILLS AND ABILITIES: 
Thorough knowledge of standard office practices, procedures, equipment and office assistance techniques; thorough 
knowledge of business English, spelling and arithmetic; thorough knowledge of Microsoft office suite; ability to lay out 
and type complex forms and tables; thorough knowledge of the Authority functions, organization, and policies; ability to 
maintain office records and to prepare accurate reports from file sources; ability to perform and organize work 
independently; thorough knowledge of word processing including keyboarding skills; ability to operate standard office, 
personal computer and related equipment; ability to take and transcribe dictation accurately and at a reasonable rate of 
speed; ability to prepare effective correspondence on routine matters and to perform routine office management details 
without referral to supervisor; ability to establish and maintain effective working relationships with governmental 
officials, residents, the general public and associates. 

 
SPECIAL REQUIREMENTS:  
Possession of Virginia Notary Public Commission within six (6) months of employment. 

 
PHYSICAL REQUIREMENTS: 
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force 
frequently or constantly to move objects; work requires reaching, fingering, and repetitive motions; vocal communication 
is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information 
at normal spoken word levels; visual acuity is required for preparing and analyzing written or computer data, operation 
of machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the 
worker is not subject to adverse environmental conditions. 
 
This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 
responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties and 
responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes.  Reasonable 
accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 


