CITY OF URBANA
Human Resources Division

Executive Assistant

JOB DESCRIPTION

Department: Various Division: Administration
Work Location: Various Percent Time: Regular, 100%
Job Type: Civil Service FLSA Status:  Non-Exempt
Reports To: Department Head Union: Non-Union

JOB SUMMARY

This position provides highly complex, executive-level administrative support and coordinates and controls
the clerical and administrative duties for the department, including but not limited to in-depth research; data
analysis and compilation; formulating and composing internal and external department reports and

correspondence; scheduling meetings and appointments; arranging travel; accounts payable; financial
recordkeeping and budget oversight. The position is also responsible for overseeing department payroll
administration, records management, filing systems, and assisting with and serving as a department
representative at community events, and providing support to each division of the department as needed. Due
to_the nature of the above work, the incumbent often performs these duties independently, requiring the
incumbent to exercise independent judgment and maintain extensive knowledge of policies, and procedures
regarding program activities of the department and the City.

The incumbent must be experienced in handling a wide range of administrative and executive support-related
tasks, will be able to work with little or no supervision, must be exceedingly well organized, and enjoy the
administrative challenges of supporting a department of diverse people and programs. The ability to interact with
staff at all levels in a fast-paced environment, sometimes under pressure, remaining flexible, proactive, resourceful
and efficient, with a high level of professionalism and confidentiality is crucial to this role. Excellent written and
verbal communication skills, strong decision-making ability and attention to detail are essential skills for this
position.

Defining Class Characteristics:

Performs and coordinates complex technical and administrative duties in a specific programmatic or
administrative specialty area in support of the Mayor, a department head, or an Executive manager. Work
assignments require the interpretation and application of policies, procedures, and regulations and involve
frequent direct contact with the public, as well as performing various research support functions. Employees
in this class often have contact with the public and answer a variety of questions requiring knowledge of City
and departmental policies, procedures, and forms, and have the ability to choose among alternatives in solving
problems. At this level, employvees are expected to have substantial administrative and technical work
experience.
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This is a single-position classification per City Department. This position is distinguished from other
administrative support classes in that the position provides advanced-level support to the Department Head
and executive management. Responsibilities require the exercise of independent judgment, technical
knowledge of the specific area of assighment, and overall City and community activities.

'ESSENTIAL FUNCTIONS

ADMINISTRATIVE FUNCTIONS

* DPrepares internal and external written correspondence, such as reports, memos, letters, financial
statements, press releases, presentations, charts, graphs, tables, and other documents, using word
processing, spreadsheet, database, and presentation software. Proofreads copy for spelling, grammar,
formatting, and layout. Ensures accuracy and clarity of final copy.

* Manages department calendars as directed; schedules meetings and appointments; resolves scheduling
conflicts as needed.

* Facilitates travel arrangements, including coordinating and confirming room reservations, and
overseeing transportation details. Prepares travel authorizations, advances, and reconciliation in

accordance with the City's travel policy.

* Maintains department records, logs, and files; creates and maintains paper and electronic filing
systems; maintains inventory of archived files and arranges for storage and disposal in accordance with
the Local Records Act. Maintains strict confidentiality of sensitive materials and information.

* DPrepares, processes, updates, and maintains accurate records of department-specific forms,
applications, manuals, and other documents.

* Coordinates FOIA responses; serves as primary contact for FOIA Officer as directed; makes
redactions; prepares responses to requestors, ensures timely responses in accordance with the Freedom

of Information Act.

» Attends and participates in staff meetings as required; attends public hearings, commission meetings,
committee meetings, or Council meetings as required; records accurate and comprehensive minutes,
capturing key discussions, decisions, and action items. Attendance at meetings outside business hours may
be required.

* Prepares memos, ordinances, and agenda items for City Council; prepares and copies final documents
for hard copy and electronic distribution consistent with established guidelines.

* Maintains and orders equipment and office supplies for the department.
* Performs data entry and various, department-specific software system procedures; queries databases,

retrieves information; compiles and prints reports; performs basic system maintenance.

* Administers and updates department-specific information on the City website and other online sites
and portals as necessary.

* Completes and maintains copies of all surveys sent to the department by other agencies.

* Provides information on assigned operations and activities; refers callers to appropriate City staff for

further assistance as needed
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*  Organizes and prioritizes a large volume of information, calls, and requests from citizens,
governmental agencies, and other relevant stakeholders, which may include sorting, distributing, and
preparing mail and drafting written responses where necessary.

* Plans and coordinates department events.

* Serves as a Notary Public at the discretion of the Department Head.

*  Works independently and on a team on nonrecurring and ongoing special projects; acts as project
manager for special projects at the direction of the Department Head, which may include planning and
coordinating presentations, independent research, and statistical analysis, and compiling and disseminating

reports and other information.

ACCOUNTING FUNCTIONS

*Monitors department budget and expenditures; reviews departmental purchases and checks for
compliance with purchasing policies. Brings concerns to the attention of management staff.

*  Coordinates the preparation of the department’s operating budget annually; provides technical budget

assistance to the Department Head.

»  Creates requisitions, submits purchase orders for payment, and monitors line item balances. Prepares
budget transfers and financial analyses as directed by the Department Head.

* Documents, researches, and assists in preparing competitive purchase requests for single and ongoing
purchases of department equipment, supplies, and services. Prepares solicitationsm facilitates review of

responses, prepares required documentation of selection process, prepares standard contract documents,

prepares requisitions.

+ Efficiently prepares and submits reimbursement requests for staff training and conferences while
meticulously documenting and tracking division expenses. Maintains comprehensive receivables reports
and implements effective monitoring systems to track employee utilization of company funds for

attending conferences and pursuing professional development opportunities.

*  Serves as the payroll administrator for the department; receives, reviews, and processes daily

timesheets; logs and reports the use of leave time and compensatory time from the daily rosters. Enters

and submits personnel actions. Prepares payroll change sheets. Reviews timekeeping and final payroll

reports for accuracy and adherence to the Fair Labor Standards Act, City policy, and relevant collective
bargaining agreements.

* Reconciles the department petty cash fund as required.

GENERAL FUNCTIONS

* Receives and distributes incoming mail to departmental personnel; prepares, organizes, and distributes
outgoing mail.

»  Prepares and mails letters; performs data entry in automated systems, including, but not limited to

client or population information, mailing lists, registrations, rosters, invoices, work orders, and purchase
orders.
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» Communicates with people external to the City and serves as a representative of the department to
the public, government agencies, and other external sources. This information can be exchanged in
person, in writing, or by telephone or e-mail.

* Represents City interests and interacts with a diverse array of internal and external contacts in a
professional, efficient, and respectful manner.
*  Maintains effective relations with other governmental officials, community leaders, citizens, news

media representatives, etc.

OTHER

e Performs other related duties as assigned.

JOB REQUIREMENTS

Education & Experience

Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying.
A typical way to obtain the knowledge and abilities would be:

*  Completion of high school or equivalent and five years of progressively responsible

clerical/administrative experience; or completion of a two-vear office science or business administration

program and three years of progressively responsible clerical/administrative experience; or an equivalent

combination of education and experience.
Preferred Qualifications

. Experience in a government agency setting.
. Prior payroll and/or A/P experience.

. Progressively responsible administrative experience with budget preparation, data gathering,
and analysis.

. Experience processing requests and providing information under the Illinois Freedom of
Information Act.

e Experience with Tyler Munis financial system.

Knowledge:

. Advanced knowledge of the English language including spelling of words, composition, and
grammat.

. Basic accounting principles and practices and the analysis and reporting of financial data.

e Advanced knowledge of administrative and clerical procedures and systems such as word
processing, managing files and records, designing forms, and other office procedures and terminology.

. The Illinois Freedom of Information Act or the ability to learn.
. The Open Meetings Act or the ability to learn.

e Basic knowledge of municipal government administration, public services, and public finance
or the ability to learn.
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Skills

e Computer Skills — Demonstrated proficiency in current computer software applications

including but not limited to Microsoft Office products, e-mail, and the Internet to effectively complete
a variety of administrative tasks with reasonable speed and accuracy.

. Financial Skills — Ability to perform arithmetic, algebraic, and statistical applications to

perform payroll and other transactions. Ability to employ accounting principles and practices in the
analysis and reporting of payroll data.

. Interpersonal Relationships/Customer Service — Implements principles and processes for

providing outstanding customer services. This includes customer needs assessment, meeting quality
standards for services, and evaluation of customer satisfaction. Develops and maintains cooperative
and professional relationships with employees, City management, representatives from other
departments and organizations, and the public.

e Time Management - Plans and organizes daily work routine. Establishes priorities for the
completion of work following sound time-management methodologies.

e udeement/Decision Making — Ability to use logic and reasoning to understand, analvze, and
evaluate situations and exercise good judgment to make appropriate decisions.

e Communication — Excellent ability to listen and understand directions, information, and ideas

presented through spoken word or writing. Ability to handle a variety of customer service issues with
tact and diplomacy and in a confidential manner.

Ability to:
. Take responsibility and use good judgment in recognizing the scope of authority.
. Exercise sound, independent judgment in solving problems and in analyzing the needs of the
Mayor, department head, or Executive manager.
. Independently interpret and apply departmental policies and procedures.
. Work with frequent interruptions.
. Develop and maintain complex filing systems.
. Type and enter data accurately on a standard electric typewriter or personal computer
keyboard.
. Operate standard office machines and equipment used in work assignments such as

typewriters, computer terminals, printers, recording equipment, calculating machines, copying

equipment, telephone equipment, radio equipment, etc.

. Learn City and department-specific software.

. Transcribe accurately and efficiently from a Dictaphone or comparable voice-recording
device.

e Complete work tasks with a high degree of accuracy.

. Be honest, ethical, and demonstrate integtity.
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e Demonstrate initiative by exhibiting a willingness to take on responsibilities and challenges.
. Demonstrate adaptability and flexibility by being open to change (positive or negative) and to

considerable variety in the workplace.

. Be reliable, responsible, dependable, and fulfill obligations.

» Handle highly stressful situations calmly and effectively; maintains composure and keep emotions in
check, even in very difficult situations.

*  Maintain strictest of confidence on all matters.

*  Recall and relate information accurately, reliably and timely and to understand and carry out complex oral
and written instructions, prioritize work and meet deadlines.

¢ Exercise sound judement and discretion in applving and interpretine operational rules, regulations
policies and procedures.

*  Research and compile data, prepare correspondence and reports, and write original material; continually
attending to detail in composing, typing and proofing materials.

Licenses, Certifications and Memberships Required

e Designation as a Notary Public may be required based on department needs.

Job Dimensions

o Requires making decisions that impact how the work unit provides services and support to internal and
external custometrs.

Contacts: Internal/External

o Daily contact occurs with City staff, businesses, and members of the public Frequent, unstructured
interactions with other employees or members of the public. Interactions require maturity, patience,

and emotional intellicence.

Supervision Received

o The employee operates under the direction of the Department Head. Works from a general outline
of duties and responsibilities; exercises in interpreting the intent of guidelines, methods,

and procedures, and determines the best process to achieve objectives.

Level and Complexity of Supervision Exercised

o This position is not responsible for supervising any staff positions.

Security Level

o Tevel PII: essential functions require access to and responsibility for detailed personally identifiable
information (PII) that is protected, personal, ot sensitive AND/OR access to and responsibility for
information related to the City’s finances.

e Tevel CJIS (Police Department Only): essential functions require unescorted access to unencrypted
criminal
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justice information. Upon a conditional offer of employment, the selected candidate

must demonstrate the ability to meet the essential functions associated with this

security level, in accordance with federal requirements.

Supplemental Information

Physical Demands and Working Conditions

o Physical Demands: Due to the nature of work assignhments, incumbents must be able to perform

detailed work on multiple, concurrent tasks, with frequent interruptions and under time constraint.

On a daily basis, the essential duties of this classification may require the ability to stoop; to reach; to

stand, to walk and sit for extended periods of time; to push and/or pull objects weighing up to 10
pounds; to lift and carry objects weighing up to 10 pounds; to use finger dexterity to operate a

computer and other office equipment and hand strength to grasp files and other objects; to perceive

the attributes of objects by touch; to hear and verbally exchange ideas and information with the public,

staff and others on the phone and in the office. On a frequent basis, essential duties of the position

may require the ability to climb stairs, to kneel and/or crouch to retrieve files and other items.

o Working Conditions: Standard office setting. Normal working hours and days: Schedule will be set in

consultation with department head. Overtime as required and flexibility for evening/weekend

assignments as required. Work requires sitting and/or standing for prolonged periods of time, walking
and frequent interaction with others. Work environment is both formal and informal, team and

autonomy-oriented, having variable tasks, pace and pressure.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens

and printed documents; visually inspect work in progress.

Hearing: Hear in the normal audio range with or without cortrection.

The physical demands described herein _are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The
omission of specific statements of duties does not exclude them from the position if the work is similar, related, or
a logical assignment to the position. The job description does not constitute an employment agreement between
the employer and employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.

Class Specification History
. General revision: 08/30/2023

. Classification created: 6/22/2016
Page 7 of 27




City of Urbana

Executive Assistant

For HR/Finance Use

Title Code Pay Grade
107

EEO Category
6— Administrative Support

CITY OF URBANA

CHY OF URBANA

JOB-DESCRIPTION
Work Location:  Usbana Citv Build o me: 1000
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Substi nal £ Admini o A L/ILte-CityClerk's Office.
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