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Salary Range: 28 
FLSA: Non-Exempt 
 
Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed within the job. 

 
SUMMARY DESCRIPTION 
 
Under general supervision, performs a variety of complex, highly responsible, and confidential 
administrative and operational support, record-keeping, and administrative duties for the department head 
and the administrative department; performs related duties, as required. Reports to the Director of Human 
Resources & Risk Management or designee. 

 

REPRESENTATIVE DUTIES  
 

The following duties are typical for this classification. Incumbents may not perform all of the listed duties 
and/or may be required to perform additional or different duties from those set forth below to address 
business needs and changing business practices. 
 

• Provides responsible, complex, and confidential administrative and secretarial support. 

• Answers, screens, and refers telephone calls; takes telephone messages; assists visitors at a front 
desk/ reception area and/or by telephone. 

• Maintains and exercises sound judgment on a wide variety of records and files; assists in the 
maintenance of confidential and personnel files; conducts periodic retention and purging of files. 

• Provide staff support to committees, such as preparing agendas, minutes, notes, and food orders when 
applicable.  

• Assist in the preparation of recruitment notices; assists in the interview and hiring process. 

• Assists in the budget preparation; monitors department expenditures and purchasing activities; 
prepares purchase orders. 

• Copies and distributes meeting agendas and supporting documents to appropriate parties. May 
assume duties of Executive Assistant to the GM/Board of Commissioners when assigned 

• Formats, types, edits, revises and prints reports, correspondence, memoranda, technical documents 
and other materials ranging from routine to moderately complex; types from rough notes, drafts, 
modified standard formats and oral instructions; creates spreadsheets involving limited data manipu-
lation; reviews documents for clerical accuracy, completeness and compliance with Agency require-
ments; copies and binds reports for internal and external distribution; prepares mass mailings.  

• Coordinate, plan, and order supplies for staff meetings, lunches, and parties when needed. 

• Receives, timestamps, logs, and distributes incoming mail; prepares, sorts, and processes outgoing 
mail and shipments. Enters data into various VVWRA databases to support various departments. 

• Participates in special projects as assigned.  

• Assists in coordinating with employee engagement and recognition activities. 

• Performs related administrative and technical duties as assigned in support of departmental and 
organizational operations. 

• Perform other related duties as required. 

• Maintain a clean and safe work area and adhere to all safety requirements. 

• Communicate effectively and establish and maintain effective working relationships with others. 

• May be required to work outside of normal business hours, including evenings or weekends, as 
operational needs require 

• Employees are considered disaster service workers as defined by the California Government Code and 
may be required to respond to emergencies that impact public health, safety, or the Authority’s 
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operations. This includes call-back, extended work hours, and assignment to emergency duties as 
needed. 

 
QUALIFICATIONS 
 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties. 
 

Ability to: 
 

• Must adhere to all VVWRA Personnel Rules and Regulations and behave in a manner in accordance 
with the VVWRA Core Values.  

• Understand the organization and operation of the assigned department. 

• Communicate effectively orally and in writing. 

• Thoroughly carry out oral and written instructions. 

• Compose correspondence. 

• Understand and practice methods and techniques of proper phone etiquette. 

• File correspondence and other records according to subject matter or in alphabetical or numerical order. 

• Frequently use a personal computer for long periods of time. 

• Sit for long periods of time. 

• Use a personal computer for word processing, databases, and spreadsheets. 
 

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

• Minimum of a high school diploma or general education degree (GED);  

• (2) two years of administrative experience.   

• Candidates must be proficient in all Microsoft Office programs.   

• Candidate must possess and maintain in good standing a valid State of California Class C Driver’s 
License. 

 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

 
The conditions herein are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. Reasonable accommodation may be made to enable individuals with 
disabilities to perform the essential job functions. 
 
Environment:  
Standard office setting with moderate noise level. 
 
Physical:  
Incumbents require sufficient physical ability to work in an office setting; stand or sit for prolonged periods 
of time; operate office equipment, including the use of a computer keyboard; push, pull, lift, and/or carry 
light amounts of weight. 
 
Vision:  
See in the normal visual range with or without correction; vision sufficient to read computer screens and 
printed documents; and to operate assigned equipment. 
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Hearing:  
Hear in the normal audio range with or without correction. 
 
 
VVWRA is an equal opportunity employer. All applicants will be considered for employment without 
attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran status, 
disability status, or any other protected classification. 

 


