Executive Assistant
City Manager and Planning Departments



Hiring Salary Range:  $43,596 - $54,080

Position open until filled, first review of resumes is May 31, 2012.

Position Summary

This regular full-time position provides key administrative support to the City Manager, Mayor and Planning Department with responsibilities for agenda management, office management, making arrangements for meetings, events, and correspondence preparation.  Direct supervision is provided by the Planning Director and City Manager. Work is performed with latitude for decision-making within the guidelines of departmental policies and procedures. The position requires a high level of interpersonal skills to handle sensitive and confidential situations; position continually requires demonstrated poise, tact and diplomacy. Contacts may involve non-routine problems and require in-depth discussion and/or persuasion for resolution. Must be able to interact and communicate with individuals at all levels in the organization as well as with elected officials, the general public, other public agencies, and vendors.
Position Responsibilities

· Agenda Packets.  Prepares agenda packets and accompanying information for City Council, Planning Commission and Board of Zoning Appeals meetings.

· Office Management.  Monitors and orders office supplies and equipment to ensure adequate supplies are always on hand.  Organizes office area and manages office to ensure efficiency.  

· Reconciles purchasing cards (P-cards) for the City Manager's office and the Legal Division. Manages mail for City Manager and Mayor. Screens incoming mail to ensure that deadlines are met.

· Public Interaction.  Greets visitors, answers telephone, and responds to electronic mail requests.  

· Provides information on department and City policies and procedures, and refers callers or visitors to the proper individual or department.
· Research and Document Preparation.  Updates and maintains various official documents and packets of information. 
· Researches various issues as requested. Prepares letters from notes, rough drafts and oral
 instructions.  Prepares and distributes mass mailings for special events and activities. 
· Creates and types documents, including memos and correspondence.  
· Proofreads typed copy, correcting spelling, grammar and punctuation.
· Boards and Committees.  Maintains rosters of Boards and Committees.

· Monitors vacancies and appointments for all City boards and ensures appointments are made in a timely manner. 
· Drafts appreciation and continuing service letters for Boards and Committees.
· Ordinances, Resolutions and Proclamations.  
· Prepares proclamations for the Mayor.

· Assists in the preparation of ordinances and resolutions.
· Prints original ordinances, resolutions and policy statements for signature by the Mayor and City Attorney and forwards to the City Clerk.
· Prints contracts and agreements included on agendas for Mayor's signature and forwards to the appropriate department.
· Correspondence. Drafts routine correspondence for Mayor and City Manager including, but not limited to, acknowledgement of appointments, service and achievement recognition, and for other routine topics.
· Planning Commission and Board of Zoning Appeals Committee Minutes.
· Attends evening Planning Commission and Board of Zoning Appeals meetings.
· Responsible for minutes of Planning Commission meetings and Board of Zoning Appeals. 
· Prepares meeting minutes from an electronic file, submits draft for review, publishes a final copy and ensures proper distribution. 
· Transfers minutes into Lotus Notes database for future search. 
· Responds to requests for copies of minute records.
· Records Management. Develops and maintains filing systems for official documents.
· Legal Documents. Prepares legal notices, ordinances, and resolutions required by public hearing procedures.
· Safety Requirements Knowledge: Familiar with safety requirements of the job and general work area and follows all safety procedures.
· Identifies and reports workplace hazards.
Secondary Responsibilities
· Scheduling. Schedules appointments, itineraries, meetings, conferences and related functions.

· Coordinates group RSVPs for selected events.
· Coordinates City meetings and events. 

· Makes room reservations, responsible for obtaining catering, preparing name tags and other aspects of meetings. 

· Arranges travel and accommodations for council members, Mayor and City Manager.
· Other Duties.  Performs other related duties as requested or assigned.
Position Requirements
· High school diploma or the equivalent. College or vocational course work in business related field.
· A minimum of two (2) years of responsible clerical experience requiring public contact.
· Proficiency in the use of a personal computer including experience with word processing and spreadsheet software. 

· Database and/or Lotus Notes experience a plus.
· Must be punctual and reliable.
· Strong oral and written communication skills.
For consideration please submit resume, cover letter and City employment application on-line at www.cityofshawnee.org.
If reasonable accommodation is necessary to apply or further information is needed, contact Human Resources, Shawnee City Hall, 11110 Johnson Drive, Shawnee, KS 66203. Monday - Friday, 8:00 a.m. to 5:00 p.m.
