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Washington General Service (WGS) 

POSITION DESCRIPTION 

	1. Position Action (Create or Maintain Position)  HRMS has more fields – these are main fields
   FORMCHECKBOX 
 Establish   FORMCHECKBOX 
 Reallocate   FORMCHECKBOX 
 Update Data (Indicate Change)  Revise work activities and competencies

	2.  Position Staffing Status    
   FORMCHECKBOX 
 Open      FORMCHECKBOX 
 Filled      FORMCHECKBOX 
 On Hold
	3.  Date Last Reviewed (If Established Position)
       

	4. Object Abbreviation (Position #)
  
	5. Current Class Title 
  
	6.  Proposed Class Title 
  

	7. Job - Working Title
  Executive Assistant
	8.  Assignment Pay (Capture In Essential Functions)
   FORMCHECKBOX 
  Dual Language     FORMCHECKBOX 
  Other       

	9.  Pay Scale Type 
   FORMDROPDOWN 

	10.  Pay Scale Area (Non-Rep or Collective Bargaining
       Unit)   FORMDROPDOWN 

	11.  Salary Range 
  

	12.  Incumbent’s Name (If Filled Position)
  Connie F. Denshul
	13.  Business Area (Agency)
  Agency X
	14. Org Unit (Division/Sub Division) 
  Director's Office

	15.  Address Where Position Is Located
  123 Main Street  Olympia, WA 98504

	16.  Personnel Sub-Area 
  
	17.  Employee Group 
   FORMDROPDOWN 

	18.  Work Schedule
   FORMCHECKBOX 
 Part Time      FORMCHECKBOX 
 Full Time
	19.  Overtime Eligible
   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	20.  Supervisor’s Object Abbreviation (Position #)
  
	21.  Supervisor’s Name
  Boss Manchester
	22.  Supervisor’s Phone
  360-123-4567


	Position Objective

	23.  Discuss in a few sentences what the position is required to accomplish.  Summarize the scope of impact, responsibilities, and how the position supports/contributes to the mission of the organization.  (Include an organizational chart.)
This position provides primary administrative support to the agency director, directly impacting his/her ability to manage and coordinate activities that accomplish the agency's mission, which is to ________________________.  Primary responsibilities include managing the director's calendar and arranging travel plans, serving as a liaison for the director and the agency, and assisting the director and office staff with daily activities and special projects.


	Supervisory or Lead Worker Relationships

	24(a). Is this a lead position?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No                 Is this a supervisory position?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 

If supervisory, list the subordinate employees by job classification and the number of hours they each work per week.  

	Job Classification (Name Optional)  

     
	Hours Worked Per Week  

     

	24(b). Check the boxes that apply to this position 


 FORMCHECKBOX 
 Assigns Work
 FORMCHECKBOX 
 Instructs and Checks the Work of Others      FORMCHECKBOX 
 Evaluates       FORMCHECKBOX 
 Corrects
   *
 FORMCHECKBOX 
 Disciplines     *
 FORMCHECKBOX 
 Hires     *  FORMCHECKBOX 
 Terminates   (*Has the authority to effectively recommend these actions.)

	Summarize the following information in narrative format.

· How is work assigned? 

This position receives primary direction from the agency director regarding special assignments.
· With whom does the position interact to accomplish work? 

This position interacts with internal agency staff, the public, the media, legislative staff, legal professionals, vendors, private and non-profit organizations, and state, local, and federal governmental agency staff, including executive management.
Add any additional information that clarifies this position’s lead or supervisory responsibilities. 



	Essential Functions (Principal Responsibilities)

	25.  List the essential functions of this position.  Functions listed in this section are primary duties and are fundamental to why the position exists.  (Do not assign percentage of time in this section.)

· Review appointment requests and schedule appointments in an electronic calendar, resolving conflicts and preparing relevant appointment information for the director.

· Prepare correspondence and other business communications, and review and approve others’ correspondence for the director’s signature.

· Coordinate events with local organizations.

· Represent the director at meetings, including those off-site, as needed.

· Evaluate incoming oral and written communications; summarize information and make recommendations to the director regarding appropriate response.

· Inform the director of action items, deadlines, priorities, and relevant business issues, both internal and external.

· Communicate with internal staff, other state agency staff, legislators, the Governor’s Office, professional organizations, and the public on behalf of the director.

· Research and reserve facilities, accommodations, and transportation for business travel and meetings.

· Track travel advances; prepare and update travel itineraries, vouchers, and expense reports; obtain travel expense receipts, compare expenses to state rules to determine eligible expenses, and complete and submit state travel reimbursement forms.

· Complete and submit paperwork for payment of fees for conferences, workshops, and seminars.

· Schedule meetings, prepare agendas, and record meeting minutes.

· Interpret Washington Administrative Codes, Revised Codes of Washington, and agency policies and procedures for internal and external customers.

· Research concerns, inquiries, and other issues on behalf of stakeholders and office staff; prepare and communicate responses.

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

· Research information to prepare presentations for the director.

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

· Maintain the director's personal information.

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

· Perform research and data analysis using internet and other software programs, as well as hard-copy resources.


	Working Conditions

	26.  Describe working environment and anticipated variation in working hours.  Some or all of these conditions may be noted under the essential functions section.

Environment:  Work is performed primarily in indoor office environments with frequent interruptions by customers and co-workers.  Incumbent often works independently, with little supervision, and must make decisions using personal judgment and in sometimes stressful situations.  Incumbent is exposed to standard office substances (cleaners, adhesives, ink, etc.),
Schedule:  Typically, Monday through Friday, 8 a.m. to 5 p.m.  However, the schedule may vary based on the needs of the agency and the director.

Travel:  Some local area travel is required to accomplish tasks.  Occasional statewide travel, including overnight stays, may be required for training, conferences, and in the course of conducting business.

Equipment:  Duties require daily use of standard office furniture and equipment, such as:  personal computers, printers, copiers, scanners, fax machines, telephones, desks, and filing cabinets.

Customers:  Daily, frequent interaction with customers, including some who may be distraught, uncooperative, or upset.


	Work Activities

	27.  List and note percentage of time assigned to work activities of the position.
Manage the director's calendar:  Review all appointment requests/invitations.  Using electronic calendar software, add, cancel, and rearrange appointments according to changing priorities.  Identify potential conflicts and collaborate with others to resolve them.  Gather and organize information pertinent to appointments to create meeting folders for the director.

Represent the director in communications with others:  According to established guidelines, independently compose, edit, and type correspondence on behalf of the director to elected officials, public and private entities, agency heads, and citizens.  Review and approve others’ correspondence for the director’s signature.  Create and format other business communications, such as executive directives and presentations, incorporating photographs, graphics, etc. as needed.  Represent the director at meetings as needed.  Provide logistical information to organizations/groups hosting the director.

Act as the director's liaison:  According to known needs and preferences, and personal judgment, evaluate incoming e-mail, mail, phone, and in-person requests, complaints, and other messages to determine their priority and the best response.  Summarize information and make recommendations to the director regarding appropriate action and follow-up.  Research and inform the director of action items, deadlines, priorities, and relevant business issues, both internal and external.  Serve as the communication link between the director and internal staff, other state agency staff, legislators, the Governor’s Office, professional organizations, and the public.

Arrange travel plans and payment of expenses on behalf of the director:  Research, arrange, and confirm facilities, accommodations, and transportation for business travel and meetings.  Track travel advances; prepare and update travel itineraries, vouchers, and expense reports.  Obtain travel expense receipts, compare expenses to state rules to determine eligible expenses, and complete and submit state travel reimbursement forms.  Complete and submit paperwork for payment of fees for conferences, workshops, and seminars.

Address ongoing business needs of director, office staff, and others:

· Coordinate schedules and activities with services and facilities; identify and procure resources; notify staff of status.

· Organize and/or attend assigned meetings; prepare agendas and meeting notes, and identify follow-up items.  Facilitate discussion of unified response to agency-wide issues, and coordinate the implementation of the response.

· Interpret Washington Administrative Codes, Revised Codes of Washington, and agency policies and procedures for internal and external customers.

· Research concerns, inquiries, and other issues on behalf of stakeholders and office staff; prepare and communicate responses.

· Establish and maintain office procedures, standards, prioritities, work methods, and deadlines, and initiate action to ensure efficient workflow and attainment of work goals.

· Review and evaluate staff-generated materials for accuracy and compliance with standards prior to publication.

· Research information to prepare presentations for the director.

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

· Maintain the director's resume, bio, and awards and presentations history file.

As directed, conduct or coordinate special projects:
· During the legislative season, track bills with potential impact on funding, apprising the director of key hearings.

· Conduct and review customer surveys, and provide the director with suggestions from the compiled information.

· Coordinate with staff in various divisions to develop and/or revise agency publications, administrative policies and procedures, internal communications and reports, and press releases.

· Coordinate agency efforts regarding initiatives such as Plain Talk and Government Management, Accountability, and Performance (GMAP).

· Respond to public records requests.

· Review budget expenditures and update the director of the status of the agency’s budget.
· Plan hazard/risk mitigation activities.
· Coordinate the annual Combined Fund Drive.
· Perform other duties or special assignments as directed.


	Placeholder for user to incorporate the in-training plan if appropriate for position

	     


	General Qualifications

	28(a).  Required Education, Experience and Competencies (knowledge, skills, abilities and behaviors).
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 personal 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.
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.
Stress Tolerance - Able to remain calm, patient, and productive when faced with multiple demands, short deadlines, upset people, and tense situations.

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 – 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 – Uses a rational process to foster understanding of divergent interests, and identifies common ground for a workable solution; maintains an objective, neutral stance and keeps discussions moving down productive paths;  avoids ultimatums and remains focused on reaching mutual agreement; 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; develops creative but workable solutions.

Analytical skills – 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.

Reading skills -- Able to read, interpret, and understand written information and ideas; able to discern the meaning of unknown terms using their context and other tools and resources.

Writing skills – Follows standardized rules of English regarding spelling, punctuation, grammar, word usage, sentence structure, and composition; 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 - Finds and corrects errors, rewords and reorganizes information to make it clearer and easier to understand, and removes redundant or incorrect statements or ideas. 

Communication skills – Speaks 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; actively listens to others, giving full attention to what others say and taking time to understand the points being made; asks clarifying questions; paraphrases or summarizes what others have said; allows others to speak without interrupting. 

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.

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.

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, budget processes, organizational structure, and staff schedules and responsibilities.

Knowledge of Business and Management Principles – Demonstrates understanding of the strategic planning process, resource allocation, leadership techniques, and coordination of people and resources as performed by the organization.

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.

	28(b).  Preferred/Desired Education, Experience and Competencies (knowledge, skills, abilities and behaviors) for Recruiting Purposes.
Education:  High school diploma or G.E.D. is required.  An Associate's degree or two years of college or business school training in secretarial science or related field is preferred.

Experience:  Four years of increasingly responsible experience as a secretary, office manager, or administrative assistant, including public contact, is preferred.


	Special Requirements/Conditions of Employment

	29.  List any licensing, certification, or other special requirements and/or conditions of employment which are beyond general qualifications.

     


	The job duties as defined above are an accurate reflection of the work to be performed by this position.

	Supervisor’s Phone Number
     
	Supervisor’s Title


	Date
     
	Supervisor’s Signature


	Date
     
	Department Head or Approving Authority’s Signature


	As the incumbent in this position, I have received a copy of this position description.

	Date
     
	Employee’s Signature
     


Position details and related action have been taken by Human Resources as reflected below. 

	For Human Resource/Payroll Office Use Only

	Effective Date

      
	End Date 

     
	Position Short Description 

     
	Position Long Description

     

	EEO Category 

 FORMDROPDOWN 

	Employee Sub-Group

 FORMDROPDOWN 

	Position Retirement Eligible

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
	Position is

 FORMCHECKBOX 
 Funded    FORMCHECKBOX 
 Non-Funded

	Workers Comp. Code

 FORMDROPDOWN 

	County Code 

     
	Business Area 

     
	Personnel Area (FEIN)

     

	Cost Center Codes

	FUND
	COST OBJECT
	FUNCTIONAL AREA
	COST CENTER
	AFRS PROJECT
	GENERAL LEDGER ACCOUNT
	AFRS ALLOCATION
	PROR. %

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	Date

     
	HR Designee’s Name


	HR Designee’s Title


	HR Designee’s Signature



	Date

     
	Budget Designee’s Name


	Budget Designee’s Title


	Budget Designee’s Signature
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