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 City of Portland

Announces An Open Recruitment for:

   Executive Assistant   
COMMISSIONER’S ADMINISTRATIVE SUPPORT STAFF 
OFFICE OF COMMISSIONER AMANDA FRITZ 
Approximate Monthly Salary Range: $3,098 --- $3,724 

GENERAL POSITION OVERVIEW: 
Commissioner Amanda Fritz seeks energetic, positive attitude individuals with experience working on successful teams in high-pressure environments, to join her office as an Executive Assistant. 

The Cover letter and resume should address the criteria and desired experience listed in the position’s characteristics description. Applications received by 4:30 P.M. on Friday, March 5th, 2010 will be considered first, however those received after that deadline may be considered until the position is filled.
DISTINGUISHING CHARACTERISTICS OF THIS POSITION: 
This Executive Assistant for the Office of Commissioner Amanda Fritz is responsible for providing direct executive level administrative support to the Commissioner and providing administrative support to the Office Team to ensure critical timelines and assignments are tracked and completed.  Primary duties include maintaining the Commissioners schedule; coordinating, arranging and confirming the Commissioners meetings; taking and transcribing minutes; taking and transcribing dictation; preparing documents for Council, using word processing software; researching and assembling information as needed, coordinating and tracking constituent inquiries, maintaining and organizing all Commissioner’s and Office files and assisting Commissioner Fritz in preparing talking points and other presentation materials.  Position requires experience in customer service, and editing and handling of sensitive/confidential correspondence and/or reports;  using sound judgment and communication skills to provide information on behalf of Commissioner Fritz to elected officials, representatives of the media, community members and other constituents; responding to public inquiries and leading or overseeing administrative projects.
Additional duties may include: 
* 
Coordinating preparation of projects, reports and recommendations. 

* 
Tracking events or issues relevant to office mission. 

* 
Monitoring implementation of approved schedule. 

* 
Providing advocacy for strategies for further achievement the Commissioner’s policy goals. 

* 
Assisting in the implementation of legislative and executive initiatives, city services and contract funding decisions
* 
Grant research and writing,  

* 
Tracking of city legislation and business practices that may impact bureau practices and procedures; 

* 
Creating, revising and maintaining office data bases and protocols

*
Ensuring that bureau-related items are put on Council calendar; attends staff meetings, participates on bureau review committees; serves on select committees. 

* 
Providing stakeholders and community partners with informed and responsive services, seeking input and involvement of stakeholders in City policy development and programs.

* 
Preparing travel and training requests; makes and confirms travel and other arrangements for conferences and business


trips; types itineraries, compiles expense reports and prepares post travel memoranda; requests reimbursement for petty cash expenditures.

* 
Attending to a variety of office administrative details; establishes and maintains confidential, subject, project and specialized files; creates and maintains contract files; orders supplies; distributes informational materials and keeps reference documents up to date; oversees storage of official records; develops and maintains mailing lists.

* 
Researching and responds to constituent inquiries and concerns; provides information, referrals and responses to complaints or concerns.  

* 
Representing the Commissioner and the City at public events and meetings, such as ceremonies and community forums, and at meetings. Must be willing to work occasional evenings and weekends. 

* 
Preparing and editing talking points, letters, memos, and special correspondence. 

* 
Providing support for meeting organization and scheduling with neighborhood, business and community groups. 

* 
Must perform general administrative duties, including answering phones, sending faxes, letters and e-mails, in-office customer service, sorting mail and photocopying materials; preparing and filing elected official’s council documents. 

THE RECRUITMENT PROCESS 
Applicants must possess and specifically address the following in a cover letter and resume: 
· Knowledge of the principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation.

· Knowledge of basic functions of public agencies, including the role and responsibilities of a public governing official.

· Knowledge of office administrative and management practices and procedures, including budgeting, record keeping, filing and purchasing practices and procedures.

· Ability to and experience in operating computer equipment and standard business software. 
· Ability to and experience in establishing and maintaining highly effective working relationships with culturally diverse stakeholders, elected officials, all levels of City management, other governmental officials, business and community leaders, community agencies, employees, and the public
An evaluation of each applicant’s training and experience will be as demonstrated in the hiring application consisting of a cover letter and resume weighted at 100%. This application should be no longer than four (4) pages in total. Only the most qualified candidates, as determined by the evaluation of their hiring application, will be invited for an interview. 
· Resumes must state history of jobs, including amount of compensation and length of employment. 
· Additional evaluation and interviews may be required prior to final selection. 
· Applications received by 4:30 P.M. on Friday, March 5th, 2010, will be considered first, however those received after that deadline may be considered until the positions are filled. 
Submit cover letter and resume via email (preferred) to CommFritzJobs@ci.portland.or.us OR Mail paper copy to: Tom Bizeau, 1221 SW Fourth Avenue, Suite 220, Portland, OR 97204. Call 503-823-3008 or email CommFritzJobs@ci.portland.or.us  with questions. FAXED APPLICATIONS WILL NOT BE ACCEPTED. 
Minorities, women, veterans, and qualified individuals with disabilities are encouraged to apply. Applicants who are not U.S. citizens must be authorized to work in the United States at time of application. 

An Equal Opportunity Employer









