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DIVISION OR INSTITUTION
Equal Opportunity Division

UNIT OR OFFICE
Administration

COUNTY OF EMPLOYMENT
Franklin
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USUAL WORKING TITLE OF POSITION
Assistant to the Deputy Director = -

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005981 (3000.0) Deputy Director 5

POSITION NUMBER
20005983 (3004.0)

X Permanent | X Classified. | Overtime: [] Eligible [X] Exempt
L] Temporary | [] Unclassified o
[1 Intermittent | (] Essential - | If FLSA Exempt, exemption type: -

Bargaining Unit 22
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NORMAL WORKING HOURS (Explain unusual or rotating shift): '
FROM: 8:00 a.m.

TO: 5:00 p.m.

. JOB DESCRIPTION AND WORKER CHARACTERISTICS

" Job Duties in Order of Importance

Knowledge Skills & Abilities
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Assists in program direction by relieving Equal Opportunity Division
(EOD) Deputy Director of non-routine administrative duties: interprets
internal policies & procedure for general public essential to effectively
operating daily 'office activities; serves as liaison between Deputy Di-
rector, Program Managers, & staff; formulates & implements program
operational policy & procedures for the Martin Luther King, Jr., Holi-

. day Commission, division records retention program and division

-] comimunications; serves as a consultant to MLK Commission; reviews
-} division request for records storage, clarifies records program legal
" | issues with DAS legal counsel; acts as liaison to unit records coordina-

tors; works with storage facility to ensure compliance with policy and

. | timely turnaround; establishes framework to ensure consistent commu-
| nication practices through review of all written correspondence and
- | recommendations from a review team; researches and analyzes program

procedures and policies; compiles, reviews, interprets & summarizes

| data to prepare analytical reports; prepares memos, letters, reports and
| other documents {e.g., graphs and charts) using word processing,

spreadsheet, database, or presentation software (e.g., creates Power-
Point presentations for budgetary hearings & instructional use); con-
ducts research, reviews, & edits documentation to facilitate approval
process (e.g., department documents, newsletters, brochures, corres-
pendence, recommendations, position papers, directives, press releas-
es); composes communications for Deputy Director’s signature to
transmit directives, decisions & assignments to EOD staff; represents
division on departmental committees; makes travel arrangements for
Deputy Director; maintains confidential files; attends conferences,
workshops & seminars as assigned by Deputy Director; screens tele-
phone calls & visitors for Deputy Director.

Manages division office operations: distributes incoming mail; main-
tains office equipment (e.g., printers, copiers, fax machines & phones)
inventory & stock of office supplies; manages equipment storage room,
(e.g., checks out shared equipment and follows up on equipment that is
not returned as scheduled; submits and coordinates building work or-
ders for office; completes routine forms, as needed provides back-up to
receptionist, as needed.

Knowledge of (1) English, grammar &
composition; (2) administrative practic-
es & procedures*; (3) office practices &
procedures; (4) EEQ laws & regulations
(state & federal); (5) agency regula-
tions, policies & procedures™®. :
8kill in (6) operation of personal com-
puter & associated hardware/software
(e.g., MS Word, Access, Excel & Po-
werPoint); (7) operation & maintenance
of printers, fax machines & copiers.
Ability to {8} deal with-problems in-
volving several variables in somewhat
unifamiliar context; (9) compose busi-
ness correspondence; (10) evaluate data
& records; (11) gather, collate & classi-
fy information about data, people or
things; (12) move fingers easﬂy to per-
form manual tasks.

Knowledge of 1, 2%, 4, 5%

Skill in 6, 7

Ability to 8, 9, 10, 12, (13) respond to
sensitive inquiries from government
ofﬁ'cials& customers.

*deve]oped after employment
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00.am. - - TO: 5:00 p.m. '
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% | Job Duties in Order of Importance : Knowledg , Skills & Abilities
10: Performs public relations duties: receives & responds to inquiries for | Knowledge of 2%, 3, 4
| information & facilitates delivery of inquiriés to appropriate program Skill in 6, 7 & (14) operation of type-
.| manager; assists in development of promotional materials in conjunc- writer.
. | tion with Qutreach Coordinator, if requested; maintains division web- Ability to 11, 12, 13
| site; responds to sensitive calls from govemment ofﬁmals & EOD cus-
tomers. :
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