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8 JOB DUTIES AND RESPONSIBILITIES 
 

Provide a brief statement describing the function of work or reason why the position exists.  List duties indicating the percent of time spent for each area of 
responsibility.  If applicable, describe any unusual physical demands and/or unavoidable hazards of the position.  Attach additional pages if necessary. 
 

PERCENTAGES MUST TOTAL 100% 
 

LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY.  THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION, 
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE. 

 
The Executive Staff Officer will provide high-level administrative support to the Executive Director and other senior staff. 
 
90% 

• Provides high-level administrative support and assistance to the Executive Director and/or other assigned leadership staff. 
• Composes and transmits directives or assignments to executive staff on behalf of department heads. 
• Performs clerical and administrative tasks including drafting letters, memos, invoices, reports, and other documents for senior 

staff, with high level of confidentiality. 
• Arranges travel and accommodations for Executive Director. 
• Schedules and attends meetings on behalf of the Executive Director, taking notes and recording minutes. 
• Receives incoming communication or memos on behalf of the Executive Director, reviews contents, determines importance, 

and summarizes and/or distributes contents to appropriate staff. 
• Performs office tasks including maintaining records, ordering supplies, and performing basic bookkeeping. 
• Performs additional duties as assigned by the Executive Director. 
• Performs other related duties as assigned. 

 
 
 
10% 

• Other duties as assigned. 




