EXECUTIVE ASSISTANT - ASSESSOR

Department:  Office of the Assessor Job Code: 5134
Grade: 18 Shakman Status: Exempt
FLSA Status: Exempt

Job Summary

Reporting directly to the Assessor, the Executive Assistant provides confidential
secretarial and administrative support to the Cook County Assessor; and performs related
duties, as required.

Essential Job Duties

e Provides clerical and administrative functions, including oversight of the work of
other administrative office support staff in his/her assigned department.

¢ Implements administrative work procedures to support the Assessor.

e Screens visitors and telephone calls; takes messages and uses judgment in forwarding
calls to appropriate personnel for response and resolution.

e Maintains the calendar and schedules appointments; schedules meeting rooms and
manages meeting arrangements and logistics for the Assessor.

e Briefs and prepares Assessor for meetings.

e Relays requests for information and directives from the Assessor to departmental staff
and provides status reports.

e Provides summaries of incoming mail, meeting requests and other items requiring the
Assessor attention and response.

e Takes dictations and transcribes; takes notes at meetings and prepares summaries.

e Reviews correspondence and other materials requiring the Assessor’s signature
before presenting for signature.

e Maintains confidentiality of all materials and files.

e Communicates with departmental managers, city officials and external customers to
apprise the Assessor on the status of various projects or of critical issues.

e Prepares PowerPoint materials including charts and presentations.

e Conducts research and prepares correspondence in response to inquiries or
information requests for the Assessor’s signature.

e Works on special projects and handles special assignments as directed by the
Assessor.

e Makes travel and hotel arrangements and prepares paperwork for travel
reimbursements.

e Provides excellent customer service to all CCAO customers.



The duties described above are not set forth for purposes of limiting the assignment
of work. They are not to be construed as a complete description of the many duties
normally to be performed under a job title or those to be performed temporarily
outside an employee’s normal line of work.

Minimum Qualifications

Possession of high school diploma or GED certificate.
Five (5) years of work experience performing secretarial and/or administrative
support functions.

OR

Graduation from an accredited college or university with a Bachelor’s Degree.
One (1) year of work experience performing secretarial and/or administrative support

functions.

Knowledge, Skills, and Abilities

Knowledge of CCAO procedures related to CCAO operations, function, and
activities, or the ability to gain such knowledge.

Knowledge of secretarial, clerical and administrative work processes.

Knowledge of report preparation methods, practices, and procedures.

Proficiency with Microsoft Office (Word, PowerPoint and Excel).

Excellent organizational skills.

Ability to work with others; excellent interpersonal skills in dealing with other
governmental agencies, co-workers, staff, and the public.

Ability to converse knowledgeably and communicate effectively, both orally and in
writing.

Ability to coordinate and carry out instructions.

Ability to manage multiple projects effectively.

Must be computer literate, with skill and efficiency in entering and retrieving data.
Ability to interact with the general public and taxpayers, providing guidance and
information regarding common functions of CCAO.

Ability to meet CCAO and Departmental deadlines and effectively utilize time with
limited oversight.

Work Environment

Visual acuity to review and edit written communications for long periods of time.
Walking between offices and meetings may be required.

Repetitive use of hands to handle and/or operate standard office equipment.
Regular use of a telephone to communicate.

Occasionally required to lift and carry up to thirty (30) pounds of documents.

COOK COUNTY ASSESSOR’S OFFICE IS AN EQUAL OPPORTUNITY
EMPLOYER
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