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Executive Assistant I

Position Number: CM-211-2024
Division: Human Resources
Department: Equal Employment Opportunity Compliance & Recruitment 
FTE: 1.00
Term (month/year): 12 months/year
Annual Salary Step Range: $94,560.00 - $120,648.00
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Initial Screening Date: 03/11/2025
Open Until Filled: Yes

Position Description
Position Overview:

This position is assigned to the Equal Employment Opportunity Compliance and Recruitment Services 
Department of the Human Resources (HR) Division. Under the general direction of the Associate Vice 
President of Human Resources (AVPHR), the incumbent in this position serves as a liaison between 
the AVPHR, staff, and the campus community.

The HR Division is a fast-paced ever changing work environment; the incumbent in this position must 
possess the ability to adapt and pivot to meet workload demands as needed. The incumbent must be 
able to demonstrate initiative to oversee and carry out complex projects and tasks without direct 
intervention. Active listening, verbal, written, and communication skills are critical to the incumbents 
success. Additionally, utilizing critical thinking, independent judgment, and leadership skills is 
imperative to be efficient in this position. This includes being familiar with processes, procedures, and 
the scope of responsibility to make decisions on behalf of the AVPHR.

Definition:

Under general direction, oversees and manages a variety of complex and responsible administrative 
support for the assigned senior administrator or designee. Performs a wide variety of intermediate and 
highly complex duties requiring thorough knowledge of the assigned division, its policies, procedures, 
and operational details. Incumbents in this classification are designated as "confidential employees" as 
this term is used within the Educational Employment Relations Act (EERA), 3540.1. As such, 
incumbents in this classification assist management personnel with developing collective bargaining 
proposals and/or have regular access to information which contributes to the development of 
managements collective bargaining positions and/or labor relations strategies.

Supervision Received and Exercised:

Receives general direction from an assigned senior administrator or designee. Exercises technical and 
functional direction over and provides training to student workers or hourly workers, and to less 
experienced administrative support staff, as assigned.
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Class Characteristics:

This is the entry level of the executive support series and is assigned to a senior administrator. 
Responsibilities require a high level of tact, discretion, and independent judgment, as well as, a 
thorough knowledge of divisional/departmental and College activities. The work requires the 
interpretation and application of complex policies, procedures, and regulations and involves frequent 
contact with the public, as well as performing various research and budgetary support functions. This 
class is distinguished from other administrative classifications by the higher level of responsibility 
assumed, the greater complexity of duties assigned, and by the nature, scope, and diversity of 
responsibilities having College-wide impact that require a broader understanding of College functions 
and the capability of relieving College management staff of day-to-day office administrative and 
coordinative duties. This class is further distinguished from the Executive Assistant II in that the latter 
assists and acts in a confidential capacity to a Cabinet level administrator related to formulating, 
determining, and implementing management policies in the area of collective bargaining and is 
required to maintain a high level of confidentiality.

Examples of Essential Functions(Illustrative Only):

1. Organizes and oversees multiple complex projects and programs for the assigned senior 
administrator.
2. Assists and maintains department/division goals, objectives, policies, procedures, work standards, 
and administrative control systems; acts as the liaison between the division, department, the College, 
and outside agencies and other entities; participates in committees formed for programs and projects; 
presents committees recommendations to the division/department head.
3. Maintains calendar and coordinates the schedule of the assigned senior level administrator and 
makes travel arrangements.
4. Oversees and performs intermediate-level executive work in such areas as budget development, 
purchasing, contract administration, management analysis, project management, and program 
evaluation.
5. Processes and prepares a variety of documents, materials, and records according to established 
procedures and practices using independent judgment.
6. Conducts a variety of intermediate analytical studies, research, and statistical analyses on 
administrative and operational problems or issues regarding divisional/departmental activities; 
evaluates alternatives, makes recommendations, and assists with the implementation of procedural, 
administrative, and/or operational changes after approval.
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7. Serves as a liaison with employees, public and private organizations, community groups, and other 
entities; provides information and assistance to staff, faculty, students, and the general public 
regarding the assigned projects and programs and services; receives and responds to complaints, 
questions, and issues relating to assigned areas of responsibility; identifies, negotiates, and/or resolves 
solutions to complaints and problems when appropriate.
8. Prepares and submits complex Board of Trustees agenda reports and various other commission, 
committee, and staff reports, resolutions, and correspondence regarding assigned activities; serves as 
secretary to assigned committees/task forces.
9. Participates in selecting, training, motivating, and evaluating assigned staff; provides staff training; 
directs the work activities of assigned clerical personnel; prioritizes and coordinates work assignments; 
reviews work for accuracy; recommends improvements in workflow, procedures, and use of equipment 
and forms.
10. Works directly with the Presidents Office, Board of Trustees, other division and/or department 
heads, and the public on a variety of matters.
11. Schedules and/or coordinates special meetings and/or events, seminars, conferences, training 
sessions, and other functions for assigned division/department staff; acts as meeting secretary 
including preparing agendas, and taking and transcribing minutes for boards and commissions.
12. Assists with implementation and testing of automated enterprise application systems or emerging 
technologies related to assigned position.
13. Implements, and fosters an environment of belonging as it relates to diversity, equity, inclusion, 
social justice, anti-racism, and accessibility (DEISAA).
14. Leads, and provides high-level customer service when interacting with the public, vendors, 
students, and College staff, including individuals from minoritized groups.
15. Utilizes critical thinking, decision-making, and problem-solving skills with tact, confidence, and 
diplomacy.
16. Implements, enforces, supports, and abide by federal, state, local policies, Board Policies and 
Administrative Procedures.
17. Participates on and supports employee participation on committees, task forces, and special 
assignments, including, but not limited to Screening and Selection Committees and mandated trainings 
as required. Prepares and delivers DEISAA-minded presentations related to assigned areas as 
required.
18. Performs other related or preceding classification duties as assigned.

Qualifications
Knowledge of:

1. Principles and practices of supporting a diverse, equitable, inclusive, socially just, anti-racist, and 
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accessible academic and work environment.
2. Organization and function of public agencies, including the role of Board of Trustees and appointed 
boards and commissions.
3. Principles, practices, and procedures of public administration in a public agency setting.
4. Project and/or program management, analytical processes, and report preparation techniques; 
administrative and higher education-related programs such as, but not limited to, purchasing, contract 
administration, risk management, budgeting, and other related governmental programs.
5. Current organizational and management practices as applied to the analysis, evaluation, 
development, and implementation of programs, policies, and procedures.
6. Intermediate principles and practices of providing technical and functional direction and training to 
assigned staff.
7. Intermediate research and reporting methods, techniques, and procedures.
8. Basic budgetary and accounting policies and procedures.
9. Sources of information related to a broad range of educational and administrative programs, 
services, and administration.
10. Applicable federal, state, local codes, regulations, and departmental policies, technical processes 
and procedures, and legislative processes.
11. Intermediate communication and public relations skills.
12. Current record keeping principles and procedures.
13. Current office administrative and secretarial practices and procedures, including the use of 
standard office equipment and computer applications related to the work.
14. English usage, spelling, vocabulary, grammar, punctuation, and proofreading of reports and 
correspondence.
15. Techniques for effectively representing the College in contacts with governmental agencies, 
community groups, various businesses, professional, educational, regulatory, and legislative 
organizations.
16. Techniques for providing a high level of customer service by effectively dealing with the public, 
vendors, students, and College staff, including individuals of various ages, disabilities, socio-economic 
and ethnic groups.

Skills and Abilities:

1. Implement, advocate for, and communicate the Colleges vision and commitment to creating a 
diverse, equitable, inclusive, socially just, anti-racist, and accessible academic and work environment.
2. Lead and address gaps in diversity, equity, inclusion, social justice, anti-racism, and accessibility in 
recruitment and retention of faculty and staff.
3. Lead and implement resources and strategies towards the goal of being diverse, equitable, 
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inclusive, socially just, anti-racist, and accessible in academic and work environment.
4. Critical thinking and decision-making through observing, analyzing, inferring, communicating, and 
problem-solving in challenging situations with tact, confidence, and diplomacy.
5. Assist in developing and implementing goals, objectives, policies, procedures, work standards, and 
internal controls for assigned functional areas.
6. Coordinate and oversee departmental and programmatic administrative, project management, and 
budgeting activities.
7. Perform varied, confidential, and responsible secretarial and office administrative work requiring the 
use of an intermediate level of independent judgment, tact, and discretion.
8. Interpret, apply, and explain complex federal, state, local laws, codes, regulations, departmental 
policies, and procedures.
9. Analyze, interpret, summarize, and present administrative and technical information and data in an 
effective manner.
10. Evaluate and develop improvements in operations, procedures, policies, or methods.
11. Plan, schedule, assign, and oversee activities of assigned personnel.
12. Understand the organization and operation of the assigned division/department, the College, and of 
outside agencies as necessary to assume assigned responsibilities.
13. Respond to and effectively prioritize multiple phone calls, walk-up traffic, and other requests/ 
interruptions.
14. Organize, maintain, and update office database and records systems with sufficient speed and 
accuracy.
15. Operate office equipment including computer equipment and specialized software applications 
programs.
16. Use English effectively to communicate in person, over the telephone, and in writing.
17. Review situations accurately and determine appropriate course of action using judgment according 
to established policies and procedures.
18. Establish, maintain, and foster positive and effective working relationships with those contacted in 
the course of work.
19. Learn and apply emerging technologies and, as necessary, to perform duties in an efficient, 
organized, and timely manner.

Education and Experience:
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1. Equivalent to an Associates degree from a regionally accredited college with major coursework in 
business or public administration, public policy, or a related field, and
2. Three (3) full time equivalent years of varied senior level support experience involving public contact.
a. Additional years of experience can be substituted for the required education on a year-for-year basis.

Desirable Qualifications:

1. Experience working in an educational environment.
2. Experience leading and coordinating other personnel.
3. Experience working with Board Meeting items.
4. Experience working with policies and procedures relating to diversity, equity, inclusion, social justice, 
anti-racism, and accessibility preferably in a minority serving institution such as Hispanic Serving 
Institution (HSI) and Asian American and Native American Pacific Islander- Serving Institution (
AANAPISI); OR
Experience with participation in programs relating to diversity, equity, inclusion, social justice, anti-
racism, and accessibility preferably in a minority serving institution such as Hispanic Serving Institution (
HSI) and Asian American and Native American Pacific Islander- Serving Institution (AANAPISI).

Licenses and Certificates:

Possession of, or ability to obtain, a valid California Drivers License by time of appointment.

To apply, visit https://hrjobs.mtsac.edu/postings/13380
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Our Mission: The mission of Mt. San Antonio College is to support all students in achieving their 
educational goals in an environment of academic excellence. Specifically, the College is committed to 
providing quality education, services, and workforce training so that students become productive 
members of a diverse, sustainable, global society. The College pledges to prepare students for lifelong 
learning through the mastery of basic skills, the achievement of associate degrees and certificates, and 
the completion of career and transfer pathways. The College will carry out this commitment by 
providing an engaging and supportive teaching and learning environment for students of diverse 
origins, experiences, needs, abilities, and goals. The College is dedicated to serving our community 
through improving economic achievement, advancing civic engagement, enhancing personal well-
being, promoting critical thinking, and enriching aesthetic and cultural experiences.

Our Vision: Mt. San Antonio College strives to be regarded as one of the premier community colleges 
in the nation. We will be viewed as a leader in community college teaching, programs, and services. As 
a premier community college, we will provide access to quality educational programs and services, 
focusing on student success within a climate of integrity and respect. We will earn this reputation by 
consistently exceeding the expectations of our students, our staff, and our community.

The College is an equal opportunity employer. The policy of the College is to encourage applications 
from ethnic and racial minorities, women, persons with disabilities, and Vietnam-era veterans. No 
person shall be denied employment because of race, religious creed, color, national origin, ancestry, 
physical disability, mental disability, medical condition, marital status, sex (gender), age, sexual 
orientation, or the perception that a person has one or more of these characteristics.

jeid-7ea614b7c17b2b498196ab6f546a50da
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Please reference Academickeys in your cover letter when
applying for or inquiring about this job announcement.

Contact
N/A

Mt. San Antonio College

,
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