
SAN JOAQUIN COUNT Y  
HUMAN RESOURCES D IVISION 

Executive Secretary 
(Unrepresented) 

THE POSITION 
 

The Human Resources Division is seeking an experienced professional to provide       
advanced secretarial support to the Human Resources Director.  This specialized role 
will also be tasked with supervising  Human Resources reception staff; coordinating Civil 
Service Meetings; and providing administrative oversight of the division’s records     
management system and file tracking system.   
 
The Executive Secretary will report directly to the Director, and will be  considered part of 
the Executive Management Team.  This position will have access to matters that are 
highly confidential and sensitive in nature. As such, the Executive Secretary must exer-
cise discretion and care in the processing and safeguarding of information.  The ideal 
candidate will be detail-oriented, work well under pressure, and have the ability to multi-
task multiple projects and successfully meet deadlines. 

 

 
 

THE  DEPARTMENT 
 

Human Resources is a division of the County Administrator’s Office and provides      
centralized human resources and labor relations services for all County departments. 
The services include recruitment, exam development, EEO investigations, employee 
training development programs, administration of County health, dental, workers'   
compensation, unemployment, casualty, and life insurance programs; deferred       
compensation, and flexible spending programs. The division also negotiates labor    
contracts; processes complaints and grievances; conducts meet-and-confer sessions 
and joint labor management meetings; advises County departments on disciplinary  
actions and counseling matters; recommends policy and procedures for employer-
employee relations; and provides staff support for the Civil Service Commission.  

San Joaquin County is an Equal Opportunity Employer 

Human Resources 
44 N. San Joaquin Street 

Third Floor, Suite 330 

Stockton CA 95202 
Phone: 209-468-3370 

OUR MISSION 

Our mission is to partner with all county departments, community organizations, 
and educational institutions to recruit, develop, and retain employees of the  high-
est quality and competency, and who represent the diverse community we work 
and live in.  



Executive Secretary 

 

TYPICAL DUTIES 

 Performs highly advanced secretarial support duties, usually for a de-
partment head or executive with responsibility for a large department 
or division; acts as a liaison between the manager(s) and staff and may 
represent management in highly sensitive and confidential situations 

  

 Interprets and explains specialized and complex information regarding 
established rules, regulations, policies, procedures and technical office 
operations to managers, patients, clients, outside agencies and others 

 
 Relieves superior of very complex quasi-administrative/analytical du-

ties in areas such as personnel management, payroll, purchasing, in-
ventory, systems maintenance and/or similar functions 

 
 Prepares a variety of difficult and complex reports, letters, resolutions 

and other documents with substantial independence 
 
 As an incidental duty, may perform second-level supervision over a 

small group of clerical and/or technical employees 
 

MINIMUM QUALIFICATIONS 
 

Pattern I 
Experience: Two years at a level comparable or higher to Office Secretary in San Joaquin County service that 
included significant responsibility for performing management secretarial duties. 
 

 Or Pattern II 
Experience: Six years of general clerical, secretarial and/or office technical work, including at least two 
years with primary responsibility for performing management secretarial duties. 
 
Substitutions: a) One year of business training at an approved school may be substituted for one year of the 
above-required experience; OR b) Completion of 30 semester/45 quarter units from an accredited college 
or university may substitute for one year of the above-required experience; OR c) Graduation from an ac-
credited college or university with a Bachelor’s Degree in public or business administration, human re-
sources management, labor relations, accounting, or a related field may substitute for the four years of non-
secretarial experience required above. 
       And 
Certificates: If required by the nature of the assignment: 1) Possession of acceptable typing/keyboarding or 
other certification of ability to input data at the rate of 45 words per minute; and/or 2) possession of an ac-
ceptable proficiency certificate in one or more computer software programs. 
 
Special Requirement: Most positions require the ability to use computer and/or word processing equipment.   
If required by the nature of the assignment, demonstrated general or software-specific computer proficiency 
may be required prior to appointment. 
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Executive Secretary 

COMPENSATION PACKAGE 
 

Annual Base Salary:  $49,254 - $59,883 
In addition to the base salary, the County offers an    
excellent benefits package which includes county            

contribution to health, dental and vision plans. 
 

 Members of the Confidential unit shall receive a sup-
plement of 10% of base salary (valued from $4,925 
to $5,988 annually) 

 
 A 1% employer contribution to the County’s 457 De-

ferred Compensation Plan (valued from $493  to 
$599 annually) 

 
 Vacation cash-out up to 8 days annually (valued 

from $1,516 to $1,843) 
 
Potential cashable compensation: 
                                                      Step 1       Step 5 
 

 1937 Act retirement plan with reciprocity with 
CalPERS 

 
 10 days of vacation leave a year (15 days  after 3 

years, 20 days after 10 years, 23 days after 20 
years) 

 
 12 days of sick leave annually with unlimited  
      accumulation 
 
 14 paid holidays per year 
 
 IRS Section 125 Flex Benefits Plan 
 
 Life Insurance 
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RECRUITMENT INCENTIVES* 
 
 

 Reimbursement of qualifying moving expenses 
up to $2,000 

 
 Vacation accrual rate consistent with candi-

date’s total years of Public Service 
 
 Sick leave credit up to 160 hours of unreim-

bursed sick leave from prior employer 
 
*Recruitment Incentives may be available. Incentives must 
first be approved by the San Joaquin County Administrator. 

 
 
 

APPLICATION AND SELECTION  
 

 
Completed application package must include sup-
plemental application and is to be submitted to the 
Human Resources Division.   

 
Final Filing Date: August 30, 2019 

 
Please submit your application and supplemental    

application to:    
 

San Joaquin County Human Resources 
44 N. San Joaquin Street, Suite 330 

Stockton, CA  95202 
Tel:  209.468.3370 
Fax: 209.468.0508 

 
OR 

 
online at:  www.sjgov.org/department/hr 

 
 

Final appointment will be conditional upon  
successfully passing a pre-employment DOJ Live 

Scan. 

Annual Salary  
 

$49,254 $59,883 

Confidential Supplement $4,925 $5,988 

1% Deferred Comp  
 

$493 $599 

Vacation Cash-out 
8 days annually 

$1,516 $1,843 

Total  
 

$56,188 $68,313 



Please submit responses to the following questions along with your employment application to the San 
Joaquin County Human Resources Division.  Please number your responses and address each question   
separately and limit one page per question.  When answering the questions below related to your experience, 
please provide a detailed description that includes the name of your employer, your dates of employment, 
and your job title.     
 
 
1. Provide your experience in performing the following areas of secretarial work for management or executive lev-

el staff. Include in your response the level of management staff that you performed these duties for. If you do 
not possess experience in the area noted, simply mark "N/A" in the response box. (Please note: The experience 
noted in this area must tie back to the employment section of your application so that the Employer, Job Title, 
Dates of Employment, and Hours per Week Worked can be verified). 

  
 
A: Provide details on duties of preparing and distributing agendas and/or minutes for management, board or 

commission meetings. Include in your answer if you assumed the role note taker or any other administrative 
responsibility during these meetings. 

 
 
 
B. Provide details on duties related to scheduling and coordinating meetings for management or executive level 

staff. Include the types of meetings you scheduled and the scope of your role coordinating with attendees. 
 
 
 
C. Provide details on duties related to managing and/or coordinating travel arrangements for management or ex-

ecutive level staff. 
 
 
 
D. Provide details on duties related to receiving or screening visitors, calls and/or mail for management or execu-

tive level staff. Include in your answer the types of phone calls typically received. 
 
 
 
E. Provide details on duties related to records management or document tracking responsibilities. Include in your 

answer if duties included organizing and filing documents based on records retention practices, the types of 
documents you were responsible for and your role in retrieving documents for purposes of  responding to pub-
lic records request, audits, or legal matters. 

 
SUPPLEMENTAL QUESTIONS 

Executive Secretary 
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SUPPLEMENTAL QUESTIONS 

Executive Secretary 
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2. Please rate your level of proficiency utilizing the following Microsoft Software by using the guide noted below: 
 
Highly Proficient: Needs no training; can utilize many of the current functionality features without assistance. Typi-
cally used daily to complete tasks. 

Proficient: May need some Intermediate training; can utilize most of the current functionality features with little to 
no guidance. Typically used on a regular basis to complete tasks. 

Marginally Proficient: Beginner refresher and Intermediate Training will be needed; familiar with program but have 
not utilized on a regular basis and may need some guidance to utilize needed functionality features. Rarely utilized 
on a regular basis to complete tasks. 

Not Proficient: Beginner and Intermediate Training will be needed; not familiar with the program and will need guid-
ance to utilize needed functionality features. No experience utilizing at all to complete tasks. 

A: Microsoft Excel                                                           
Highly Proficient 
Proficient 
Marginally Proficient 
Not Proficient 

 
B: Microsoft Word 

Highly Proficient 
Proficient 
Marginally Proficient 
Not Proficient 

 
C:  Microsoft Outlook 

Highly Proficient 
Proficient 
Marginally Proficient 
Not Proficient 

 
D:  Microsoft Powerpoint 

Highly Proficient 
Proficient 
Marginally Proficient 
Not Proficient 

 
 

E:  Microsoft Access 
Highly Proficient 
Proficient 
Marginally Proficient 
Not Proficient 


