Principal ROLES AND Responsibilities:

· Executive Support
· Schedules appointments and activities on behalf of the director:

· Receives and reviews all meeting and appointment requests and invitations from within and outside of the agency.

· Using electronic calendar software, adds, cancels, and rearranges appointments according to changing priorities.  Identifies potential conflicts and collaborates with others to resolve them.
· Gathers, photocopies, and organizes information pertinent to appointments to create meeting folders for the director.

· Represents the director in communications with others:
· According to established correspondence guidelines, independently composes, edits, and types correspondence on behalf of the director to elected officials, public and private entities, agency heads, and citizens.

· Reviews and approves others’ correspondence for the director’s signature.
· Represents the director at meetings as needed.
· Receives, evaluates, and responds to oral and written requests, complaints, and other information intended for the director.  Provides and communicates logistical information to organizations or groups hosting the director.

· Informs the director of itinerary, action items, messages, and relevant business issues, both internal and external:
· Ensures the director is aware of the status, deadline, and priority of work activities.
· According to known needs and preferences, and personal judgment, reviews incoming e-mail, mail, and phone messages to determine their priority and whether or not the director needs to review them.
· Summarizes information and makes recommendations to the director regarding appropriate action and follow-up.
· Creates and formats documents electronically, including letters, memos, itineraries, presentations, spreadsheets, and other related documents, incorporating photographs, graphics, etc. as needed.
· Anticipates and prepares for the director’s needs.
· Arranges travel plans and payment of expenses:

· Researches, arranges and confirms facilities, accommodations, and transportation for business travel and meetings on behalf of the director.

· Tracks travel advances; prepares and updates travel itineraries, vouchers, and expense reports.
· Obtains travel expense receipts, compares expenses to state rules to determine eligible expenses, and completes and submits state travel reimbursement forms on behalf of the director.
· Completes and submits paperwork on behalf of the director for payment of fees for conferences, workshops, and seminars.

· During the legislative session, tracks bills with potential impact on funding, apprising the director of key hearings.

· Maintains the director’s resume, bio, and awards and presentations history file.

· Reviews talking points of speaking engagements for errors or potential problems.

· Performs errands or other tasks as assigned by the director.
· Executive/Agency liaison:

· Serves as communication link between the director and internal staff, other state agency staff, legislators, the Governor’s Office, professional organizations, and the public.
· Serves as workflow control for companies, ensuring that colleagues working from various locations have the support and resources necessary to perform their jobs.  Facilitates interaction among teams and coordinates the transfer and use of company resources such as computers, communications equipment, and other technology tools.

· Customer Service: 

· Greets and confers with customers to identify and address needs and direct customers to resources.
· Answers multi-line telephone, routes calls, and takes messages.
· Researches concerns, inquiries, and other issues on behalf of stakeholders and office staff and responds by phone, in person, or in writing.
· Conducts and reviews biennial customer surveys and provides director with suggestions from compiled information.

· Information/Publication Preparation and Coordination:

· Creates, revises, formats, maintains, and updates forms, brochures, and other documents to collect or display information related to agency projects and programs.

· Writes and revises administrative polices and procedures.

· Composes business communications such as executive directives, administrative policies and procedures, contracts/interagency agreements, office security plans, and other business communications or documents.
· Develops quarterly newsletters, and coordinates and oversees the development of the annual report:

· Identifies and assigns key topics, and monitors the development of articles, collaborating with staff to ensure timely completion.

· Compiles articles, and inputs and formats them in a desktop publishing software package.

· Proofreads final document for content and compliance with standards prior to electronic distribution or hard-copy publication.

· Drafts press releases and coordinates events with local agencies.
· Updates content and format of agency website as needed; edits information for clarity and accuracy.
· Leads the agency’s “Plain Talk” program, reviewing and coordinating the rewriting of external agency documents into language lay persons can understand.
· Board/Council/Commission Member Support:

· Determines board meeting location, prepares and manages facility contracts, and arranges catering, travel, and hotel accommodations.

· Develops board meeting agendas; coordinates and monitors compilation of meeting materials/packets.

· Attends board meetings and records minutes via computer; transcribes notes to create final published document.

· Prepares travel vouchers for reimbursement of meeting expenses for board members.

· Office/Staff Administrative Support:

· Establishes and maintains an operational working environment:
· Resolves workload issues among subordinate staff.
· Coordinates fluid schedules and activities with services and facilities, including assessing needs, prioritizing actions, identifying and procuring resources, and informing parties of activity status.
· Monitors and responds to space, telecommunication, computer, and equipment needs.  Contacts vendors to coordinate equipment, facility, and vehicle maintenance services.  Inventories and tracks the use of supplies.
· Schedules facilities and transportation, and makes other travel and meeting arrangements on behalf of staff as needed.
· Opens, date stamps, sorts, reads, and annotates incoming mail and documents, and researches appropriate files to facilitate necessary action; determines routing or delegation, and follows up to ensure action is taken.
· Plans for and schedules administrative support coverage during staff absences.
· Coordinates and attends staff meetings; organizes meetings, prepares agendas; summarizes topics discussed and sends assignments to staff; monitors assigned tasks to completion; identifies follow-up items.
· Attends administrative assistant/senior management/executive support meetings; assigns projects to other support staff; facilitates discussion of and coordinates unified response to agency-wide issues raised at the meetings.

· Establishes and maintains office procedures, standards, priorities, work methods, and deadlines, and initiates actions to ensure efficient workflow and attainment of work goals.
· Reviews and evaluates staff-generated documents and information for completeness, accuracy, compliance with policies and standards, etc.
· Researches and keeps informed of agency issues and activities, and anticipates the needs of the agency.
· Organizes and maintains filing system and files, including correspondence, invoices, payments, general information, inquiry responses, etc.
· Serves as custodian of agency public and confidential records:

· Receives and responds to public disclosure requests in compliance with state public disclosure laws.
· Manages existing records systems, reviewing records schedules for compliance with legal requirements and organization standards, and synchronizing the transfer, storage, retention, disposition, and archiving of records.
· Organizes and edits material which may be submitted to various stakeholders:
· Assists with preparing or releasing agency fiscal notes as requested from the legislature.
· Prepares, maintains, and disseminates public meeting schedules and agendas.
· Compiles working notebooks or briefings for various groups.
· Updates contact information in databases used for mass mailings and/or regular correspondence.

· Updates lists of assigned personnel responsible for agency- or division-wide programs such as the Combined Fund Drive.

· Monitors contracts, including tracking contracts to ensure terms and deadlines are met, reviewing contract proposals for compliance with policies, etc., and/or modifying contracts in accordance with guidelines.

· Acts as agency historian:
· Serves as a repository of institutional information, history and best practices.

· Ensures continuity and consistency, and helps new employees and project professionals adapt to the organization’s culture while assisting them in finding the data and documents they require to do their jobs.

· Desktop Computer Operation:

· Operates word processing, spreadsheet, database, graphics, and other software programs on desktop and laptop computers.

· Performs research and data analysis using internet and other software programs.
· Budget/Finance Officer:

· Works with agency staff in annually updating strategic planning documents. 

· Compiles, verifies, and submits quarterly performance data for office program.
· Calculates and provides cost analysis for implementation of projects and budget considerations when requested.
· Projects future needs, prepares cost estimates, develops reports, decision packages and recommendations regarding agency budget, and otherwise prepares budget.
· Communicates with legislative budget analysts.
· Reviews budget expenditures and makes projections on a monthly basis.
· Posts accounts payable and cash receipts and submits on the proper forms to OFM Small Agency Client Services (SACS).
· Communicates with SACS on financial aspects for the agency.
· Compares monthly financial reports to incoming and outgoing payments to ensure they correspond.
· Reconciles Visa and Travel Visa.
· Maintains cash receipts log.
· Reviews and pays invoices for office and researches billing issues.
· Tracks and processes agency newspaper, publication, and data subscriptions.
· Reviews, records, and tracks agency’s OMWBE expenditures.
· Human Resource Support:

· Coordinates, reviews, and submits all human resource paperwork; maintains personnel files; prepares paperwork for new positions or position changes; performs personnel transactions or submits paperwork; updates job descriptions.
· Researches personnel law, compares to current practices, and recommends changes in personnel policies and procedures.

· Maintains classification plan; researches and evaluates classification and compensation data from various sources within state government; reviews reallocation requests.

· Provides confidential secretarial services on personnel actions (discipline, internal investigations, etc.) and labor relations.

· Responds to employee questions regarding classification, compensation, benefits, leave, and other human resource issues.

· Performs technical and paraprofessional work in recruitment/selection administration.
· Monitors and implements the recruitment and selection process; composes and posts vacancy notices; collects and screens applications/resumes; contacts applicants to gather or provide information.
· Administers exams to applicants and notifies them of their results.
· Interviews and coordinates the hiring of temporary and full-time personnel.
· Tracks and maintains data such as lists of applicants, scores, EEO data, and other information to meet recordkeeping requirements.
· Provides new employee orientations

· Conducts exit interviews to gather information about employee experiences and perspectives.
· Monitors employee leave balances, including exchange time.
· Coordinates leave process and issues with OFM:
· Records and maintains monthly attendance, payroll registers, monthly reports, etc.
· Prepares leave payouts for retiring members or termination of temporary help and reports to OFM.
· Coordinates with OFM retirement benefits or any type of leave benefits for employees that leave the agency.
· Records and maintains unemployment payments.
· Maintains record of work study students and turns in proper forms to the college/university.
· Prepares timesheets for temporary staff, interns, and work study students. 
· Ensures information regarding health and retirement benefits is distributed to staff.
· Forwards DOP Payday FYI to staff.
· Plans and coordinates staff training, and processes all training requests including registration, lodging, per diem allowances, and transportation.
· Schedules, tracks, and documents staff training; develops and maintains training matrices (spreadsheets) and files; and sends staff updates and reminders regarding training.

· Coordinates agency recognition events / program.
· Attends Small Agency Human Resources meetings.
· Represents agency in Performance Management and Management Accountability Audits:

· Coordinates agency program.
· Applies for Washington State Quality Award every three years.
· Assists with development and implementation of plans regarding performance management and accountability.
· Maintains staff records such as Performance Development Plans and Position Description Forms; prepares, gathers, and files documentation related to staff records; tracks schedules and reminds staff of timeframes for evaluation.
· Hazard and Risk Management Coordination:

· Plans hazard/risk mitigation activities and fulfills emergency management duties as assigned during times of disaster.
· Attends mitigation workshops and meetings.
· Executes agency phone tree when required.
· Represents agency staff and performs actions necessary to ensure OSHA and safety compliance:
· Attends building safety meetings.
· Ensures first aid and disaster packs are current.
· Maintains First Aid/CPR/AED certification for self and other interested staff.
· Responsible for annual inventory and maintenance of inventory log.
· Tags small and attractive assets per the agency policy. Reports any equipment over $5,000 to SACS to be added to the CAMS report.
· Completes risk assessments.
· Practices and annually updates Business Resumption Plan.
· Information Technology Coordination:
· Researches computer and software needs for the agency.
· Troubleshoots computer problems when necessary.
· Configures or reconfigures software in personal computers.
· Sets up for new PCs, network, inventory, licenses, etc.
· Purchases necessary equipment.
· Serves as liaison between DIS and agency:
· Attends DIS Small Agency IT meetings as applicable.
· Records software licenses for agency.
· Creates and maintains agency’s Information Technology Portfolio and submits annually to DIS.
· Reviews agency security and disaster recovery plans and links agency participation.
· Performs updates on website.
· Prepares items for publishing on the web.
· Sustainability Plan Coordination:

· Annually reviews, updates, and implements Sustainability Plan:
· Uses Plan guidance when making purchases.
· Sends progress reports to OFM on odd years.
· Updates plan in even years.
· Tracks and monitors paper consumption and mileage.
· Attends Sustainability Plan meetings.

· Surplus Coordination:
· Determines which items are surplus, and prepares forms for General Administration on an as-needed basis (equipment and furniture).

· Combined Fund Drive Coordination:
· Coordinates and distributes combined fund drive information to employees.

· Audit Liaison (agency audited approximately every three years):
· Represents the agency when audits are preformed and provides information to the auditor assigned.
· Discusses findings and monitors any recommendations for corrections when applicable.
· Executive Assistants Group (EAG) Service:
· Attends monthly meetings with other executive assistants throughout the state.
· Participates on committees and the Board of Officers as appropriate for developmental growth.

· Telecommuting Liaison:

· Connects remote workers with each other and management.

· Works with senior management to develop telecommuting policies, including helping to determine which positions are well suited for off-site work. 

COMPETENCIES:

· Confidentiality and Professionalism - Handles delicate or tense situations with sensitivity and discretion; shares information only with those authorized; avoids gossip and rumor and takes action to stop their spread.
· Accountability - Accepts responsibility for the quality and timeliness of work and for own actions; acknowledges and corrects mistakes; accepts limitations of authority; does not attempt to diffuse blame for not meeting expectations; able to work independently and with minimal supervision.
· Writing skills – Follows standardized rules of English regarding spelling, punctuation, grammar, word usage, sentence structure, and composition; uses “plain talk” to explain complex or technical information; organizes information in documents/reports in a way that allows readers to quickly and easily grasp key points and draw conclusions.
· Editing and Proofreading skills - Carefully reviews written material, finding and correcting errors that conflict with rules of English; rewords and reorganizes information in a way that makes it clearer and easier to understand; removes redundant or incorrect statements or ideas. 

· Communication skills – Able to speak to different audiences at their level and style of communication; informs others fully with correct and timely information; expresses information concisely; explains complex or technical information using plain talk.
· Listening skills - Gives full attention to what other people are saying, taking time to understand the points being made; asks clarifying questions; paraphrases or summarizes what others have said; allows others to speak without interrupting. 

· Reading skills – Able to read, interpret, and understand information and ideas presented in writing; able to discover the meaning of unknown terms using their context and other tools and resources.

· Organization and Workload Management skills – Prioritizes work, devoting adequate time and attention to individual tasks; knows where and how to find information efficiently; remains aware of surroundings and upcoming events and prepares appropriately; able to complete work and return to critical tasks in the midst of multiple interruptions; able to multi-task and handle matters quickly but accurately.
· Stress Tolerance - Able to remain calm, patient, and productive when faced with multiple demands, short deadlines, upset people, and tense situations; uses calm, even voice when speaking to others who may be upset or tense.
· Coordination skills - Evaluates the needs of those involved and arranges activities, services, facilities, and schedules to best meet those needs; reviews information for conflicts and resolves them; informs others of changes in status or plans.

· Customer Focus - Anticipates customer needs; responds promptly to requests, inquiries, and problems presented by customers; provides status reports to customers; verifies with customers that needs have been met.

· Attention to Detail - Produces accurate documents containing few if any errors; reviews work to ensure quality; is thorough in completing assignments.

· Relationship-building - Treats everyone with dignity and demonstrates respect for their opinions; acts as a positive influence on others through word and deed; establishes rapport and credibility with others and engages them to facilitate communication and to build positive, productive relationships; able to work closely with supervisor, on his or her terms and with appropriate respect for his or her authority, and learn that person’s preferences, priorities, modes of operation, etc. to effectively make decisions on his or her behalf.
· Interpersonal skills – Gains the support of others through persuasiveness, credibility, trust, and expertise; is aware of others’ reactions to situations and seeks to understand why they react as they do; able to be kind but firm and remain polite and approachable even when delivering unpleasant news; addresses issues in an open, constructive, professional manner; shares and encourages good ideas; recognizes when others need assistance and offers to help; able to professionally represent the agency and its executive(s), and prevent personal feelings from eclipsing agency needs and executive preferences.

· Negotiation/Mediation skills – Leads a rational process of illuminating issues, fostering understanding of divergent interests, and identifying common ground for a workable solution; maintains an objective, neutral stance and respects the needs and perspectives of all sides in the dispute;  avoids ultimatums and remains focused on reaching mutual agreement; recognizes how and when to move discussions down more productive paths; recognizes when and how to seek additional resources or change strategies to achieve resolution.

· Decisiveness and Judgment – Makes timely and informed decisions even under ambiguous circumstances; uses available information and logic to prioritize conflicting needs; recognizes when and how to apply “protocol” to situations; takes action and advocates for important organizational objectives, even when unpopular; considers and weighs the potential impact/consequences of prospective actions, and chooses the course of action that provides the greatest benefits to all involved.
· Problem-solving skills – Uses logic and reasoning to identify and analyze the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems; tests proposed solutions against the reality of likely effects before implementing them; looks beyond the obvious and is resourceful in seeking additional information that may impact proposed solutions; identifies all facets of problems and the implications of new information; breaks problems down into component parts to solve them more readily; applies general rules to specific problems to produce solutions that make sense.
· Analytical skills – Applies various analytical tools and methods to data and information to draw conclusions; identifies and distinguishes pertinent facts in an array of data; recognizes when information is missing, incorrect, or requires verification or supplementation; recognizes underlying principles, patterns, or relationships among various pieces of information; moves beyond concrete analysis of factual information to develop abstract, conceptual understanding of the meaning of information.
· Mathematical Reasoning – Understands how numbers are related, combined, and estimated; accurately executes mathematical calculations such as addition, subtraction, multiplication, and division; selects and applies mathematical and/or statistical techniques and formulas to draw conclusions; recognizes when the results of a mathematical operation are inconsistent with expected results and identifies probable errors in the calculations.
· Fiscal Accountability:  Responsibly and accurately handle and/or commit fiscal resources.  Keep up-to-date on and consistently follow applicable fiscal guidelines, regulations, principles, and standards.  Adhere to all internal control procedures designed to prevent and detect theft or misuse of funds.  Employ precision and attention to detail when calculating fiscal data, noticing and correcting errors that may be easy to overlook; recognize when results don’t match expectations and investigate.  Account for the use of fiscal resources, evaluating alternatives and weighing their benefits.  Research or recognize market value of goods and services to ensure efficient and reasonable expenditure of resources.

· Supervisory skills – Sets clear and meaningful expectations; links mission/vision/values to everyday work; establishes and encourages two-way communication; creates an atmosphere of continuous learning and ensures staff receive necessary training; able to work with various personalities and working styles, adapting leadership style to differing situations and individuals; creates an environment where each person can succeed; recognizes good performance and deals quickly and appropriately with poor performance; completes timely and meaningful performance appraisals; meets budget expectations.
· Flexibility - Adapts easily to changing conditions, work responsibilities, and business needs; modifies approach, goals, and methods to achieve successful solutions and results in dynamic situations.

· Initiative - Initiates action or communication to accomplish tasks and achieve goals; able to interpret vague direction and create draft products based on interpretation; is proactive and willing to contribute and defend ideas.
· Creative and Innovative Thinking – Recognizes opportunities for creative problem-solving while staying within the parameters of good practice; generates unique but workable and useful solutions to difficult problems; adds value and original thinking in brainstorming sessions.
· Organizational & Political Awareness – Incorporates knowledge of the organizational and political climate into decision-making; chooses actions that satisfy diverse interests and contribute effectively to organizational goals.
· Knowledge of Government – Demonstrates a rudimentary understanding of (or seeks to understand) and appreciation for how government functions, its checks and balances, and procedures and rules; recognizes that government organizations operate differently than private-sector organizations, and are subject to different authority; able to explain (or is aware of) the legislative process and how it impacts government.

· Rules Knowledge – Demonstrates working knowledge of Washington State rules, regulations, and administrative code, as well as the legislative process.
· Agency Knowledge – Demonstrates working knowledge of and ability to apply to daily work agency policies, procedures, vision, mission, values, goals, and strategic objectives; is aware of agency programs, operations, and budget processes.
· Knowledge of Business and Management Principles – Able to explain the strategic planning process, resource allocation, human resources modeling, leadership technique, and coordination of people and resources as performed by the organization.
· Staff Knowledge – Working knowledge of staff schedules, responsibilities, regions/customers, and how to contact staff.

· Purchasing – Working knowledge of state contracts and purchasing procedures; makes cost-effective purchases.
· Office Machines – Able to operate multi-line phones, printers, copiers, facsimile machines, desktop and laptop computers, and projectors; able to troubleshoot and solve routine problems with office machinery.

· Word Processing Software – Able to use word processing software, such as Microsoft Word, to create, format, and edit documents; able to import data and enhance reports with tables, charts, and pictures.

· Presentation Software – Able to use presentation software, such as Microsoft PowerPoint, to create, format, edit, and run slide shows, integrating text with graphics, motions, and sounds, and inserting speaker notes for facilitation.[image: image1.png]
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