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Description of Functions
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
	Lock: 
	ResetButton: 
	Check for Current: 0
	Check for Proposed: 0
	CurrentPage: 
	PageCount: 
	RPA (Request for Personnel Action) Number: 19080
	Enter DGS Office or Client Agency: Business Consumer Services & Housing Agency
	Enter Unit Name: Homeless Coordination & Financing Council
	Enter Reporting Location: 915 Capitol Mall, Suite 350-A, Sacramento, CA 95814
	Enter Schedule (Days / Hours): M-F 8:00am - 5:00pm
	Position Number: 338-101-1728-001
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	Enter Class Title: Executive Assistant
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	Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCSH) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.
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	Position Concept: Under the direction of the Deputy Secretary For Homelessness, the incumbent is responsible for providing a wide variety of administrative and staff assistance tasks on confidential or sensitive program issues. The position performs office management and secretarial support that require independent research and analysis to formulate recommendations. The Executive Assistant monitors projects that are significant to the Council, works in a fast-paced environment, meets deadlines and handles the Council’s changing priorities.
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	Enter Description of Functions: Relieves the  Deputy Secretary and the Executive Officer of routine office details by copying, printing, collating, typing, drafting, formatting and finalizing documents, developing and maintaining spreadsheets, organizing materials/documents, assisting with set-up and tear down of various conference rooms, and providing back-up telephone support to the Office Technician/receptionist to ensure HCFC activities are conducted and documented in an efficient, professional, timely and accurate manner.
	Enter Work Environment, Physical Requirements: Work is performed in an open spaced, partitioned office environment. Requires remaining in a stationary position for extended periods of time while using a personal computer or reviewing documents and working papers.
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