LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPEAQ(FATION
PERSONNEL COMMISSION CLASS CODE 2452

ASSISTANT SECRETARY TO THE BOARD OF TRUSTEES
DEFINITION

Assists in providing a variety of specialized arahfdential administrative assistance and secedtari
duties for members of the Board of Trustees andiges recording and transcribing support at the
proceedings of the Board of Trustees and otheringset Prepares the official minutes of Board of
Trustees and committee meetings.

TYPICAL DUTIES

Attends meetings of the Board of Trustees andaitsraittees, records actions, and takes notes fomnuse
preparing official minutes of Board of Trustees tiregs.

Prepares the official minutes and arranges fodisteibution of minutes; gathers materials for nreg of
the Board of Trustees including agenda, commitépents, correspondence, minutes, and other related
official materials.

Drafts and/or edits correspondence such as letteesnoranda, personal acknowledgements, routine
reports, and other materials based on verbal ttgins or upon own initiative using word processing
spreadsheet, and desktop publishing software.

Mails and posts necessary legal notices and agdodapecial and regular meetings of the Board of

Trustees and its committees.

Assists in receiving and screening mail, telephails, and visitors for members of the Board ofstees
to determine the nature and urgency of businesseasactises judgment in responding to routine
inquiries or referring them to appropriate staffafs.

Explains and provides information regarding Boafdlastees rules, Board of Trustees actions, laws,
regulations, policies, procedures, and precedergtaff, representatives of other jurisdictions] dre
public.

Prepares and files various materials and maintan§idential records necessary for the operatiotihef
Board of Trustees Office.

Reviews outgoing correspondence, reports, and qatldns for grammar, sentence structure, format,
attachments, and compliance with applicable lawesy and procedures.

Assists in the coordination of activities prepamnatto the holding of Board of Trustees and comnaitte
meetings.

Assists in scheduling appointments, meetings, ahdraccommitments for individual members of the
Board of Trustees.

Assists in maintaining files for each member ofBoard of Trustees.

Assists in arranging transportation and hotel acoodations and preparing travel expense claims for
members of the Board of Trustees.

May make verbatim transcripts from audio recordioig8oard of Trustees meetings, as required.

May prepare brief summaries of items contained dmmunications prepared for presentation to the
Board of Trustees or obtain related informatiorbiimg to the attention of members of the Board of
Trustees.

May act for the Executive Secretary to the Board@iraktees in his/her absence.

Performs related duties as assigned.
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DISTINGUISHING CHARACTERISTICS

An Assistant Secretary to the Board of Trustees assists in providing administrative assistanceedubd
members of the Board of Trustees. This class hamapy responsibility for recording and transcripitthe
proceedings of the Board of Trustees and otheringseas well as summarizing and assembling pettinen
information and materials for Board of Trustees tings.

An Executive Secretary to the Board of Trustees performs specialized and complex administrative
assistance and secretarial duties of a highly resble, confidential, and sensitive nature for meralof
the Board of Trustees and manages the day-to-dagalloperations of the Board of Trustees Office.

An Administrative Secretary performs secretarial and clerical duties relatethe management of an
administrative office, and has responsibility fodependently taking action on matters of non-tesaini
administrative detail. The scope of duties ardedaand are related to an important administrative
function of the District. Thédministrative Secretary (Confidential) is distinguished from the class of
Administrative Secretary because of the requirenténthe employee to have access to, or possess
information relating to, employer-employee relatiamatters. The class éfdministrative Secretary
(Stenographic) is distinguished from the classes of Administetsecretary/Administrative Secretary
(Confidential) because of the requirement to taketation and transcribe notes. The class of
Administrative Secretary (Stenographic/Confidential) is distinguished from the class of Administrative
Secretary because of the requirements for the gaplto (a) have access to, or possess information
relating to, employer-employee relations mattend, @) take dictation and transcribe notes.

SUPERVISION

General supervision is received from the Execu®eeretary to the Board of Trustees. Functional
supervision is received from the Deputy Chancelod members of the Board of Trustees. No
supervision is exercised.

CLASS QUALIFICATIONS

Knowledge of

Proper English usage, spelling, grammar, and patiotu

English and business composition

Computer software such as word processing, spreatjskhlatabase management, and desktop
publishing

Clerical office procedures

Principles and procedures of record storage, conétoeval and management

Customer service techniques for public contacenrs@n and on the telephone

Routines and procedures of Board of Trustees ng=etin

Organizational structure, functions, and key stéthe District

Format of Board of Trustees reports and correspuale
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Skill in:

Operating computer and standard office equipment
Interpersonal communications

Ability to:

Perform assigned administrative support work ofBbard of Trustees Office

Take verbatim notes at meetings or hearings anddride the notes accurately

Coordinate and complete work assignments from pleltmembers of the Board of Trustees
simultaneously

Understand, interpret, and apply pertinent langyledions, rules, policies, procedures, and divesti

Apply correct clerical, secretarial, business, Brlrict procedures to assigned work

Compose, edit, and/or format business correspore¢gand reports

Communicate the content, intent, and spirit ofrimfation accurately

Critically review source data and detect and coeaors

Exercise good judgment and discretion in workinghvand on behalf of members of the Board of
Trustees

Exercise initiative

Maintain the confidentiality of work

Work effectively under pressure

Organize work to meet recurring and critical dezeti

Establish and maintain cooperative and effectiveking relationships with administrators, staff bét
District, and members of the public

Learn specialized software applications and systesed in the Board of Trustees Office

ENTRANCE QUALIFICATIONS
Education and Experience:

A. An associate’s degree or its equivalent from agezed college or university with a major in
computer applications and office technology (CAQT g related fieldAND two years of full-
time paid secretarial experience.

OR
B. Graduation from high schodIND four years of full-time paid secretarial experienc
Special
Must type 40 words per minute using a computer éasdh

A valid Class “C” California driver’s license.
Access to an automobile.
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