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Sales Representative: (877) 235-8978 

Location: Quick Post: Edit your job 

Enhance Youc4~~neAdsl - - - - .. 
I~r;:it!;;se y~rtir rid's efis;ct~tlc~ress nirri 8trr.u:i IliyIl~i rlar;i!!4g canaficraies. 

Improve YQLI~ Ads 8y: 
..a lnclud~ng more information about your job. 
..b Making changes to keep your job posting up-to-date. 
.+ Using the Job Requirements section for Benefits, Company Background and Specialized 

Skllls information 

Current Job: Administrative Assistant, Mayor's Office 

When you're finished making changes be sure to click the Save button. 

Update Your Job lr~fo Appltcat~ons Stat~st~cs My Jobs 

Required Fields are indicated in Bold. 
Job Title 

Enter the job title as it should appear in the Job Search Results. Maximize job seeker 
interest by using familiar titles and avoiding abbreviations. (NO HTML) 

Administrative Assistant, Mayor's Offlce 

Client Tracking Code 
Used for keeping track of your jobs with your own ID 

is0000467947~01 

Job Categories 

Select Job Type: Select Industry: 
Describes area of respons~b~l~ty TO maximize job Describes business areas of specialization To maximize 

seeker response select 3! job seeker response select 3! 

Accountina rh. 

Automotive 
Banking 
Biotech 
Business Development 
Business Opportunity 
Construction 
Consultant 
Customer Service 
Design 
Distribution - Shipping 

Accounting - Finance 
Advertising 
Agriculture 
~ ~ r l i n e  - Aviation 
Architecture - Building 
Art - Photography - Journalism 
Automotive - Motor Vehicles - Parts 
Banking - Financial Services 
Biotechnology 
Broadcasting - Radio - TV 
Building Materials 

V Chemical 

Manages Others? ' 1 'Yes '91 NO 
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Compensation 
Numeric values only. "+"will be ignored. If salary is negotiable, leave this section blank. 

Base Pay: 46,7,6 
(Low - High) 54,597 ' 9% Year # .  Hour Average Bonus. 0 

Job Location 
Select the job location by entering EITHER C~ ty  and State/Prov~nce/Country OR a U.S. ZIP Code 

CtCy. 

Boise 

StatelProv~nceJCountry: 
Idaho, US 

Metro C~ty Name ( ~ f  applicable) 

U.S. Zip Code: 
83702 

per Year 

Relocation Expenses: 

' I Not Specified * I , Yes '9 '  No 

Job Description 

Need Help? L~m~ted  HTML 
Enter the description for the job below Try. a FREE job descr~pt~on t.emp1dg 

Deadline to Apply: 1 0 / 2 3 / 0 9  A 

RESPONSIBILITIES: Performs varied and independent work in the Mayor's 
Office including administrative functions for Senior Staff; coordinates 
projects; assists with constituency management; does general research 
regarding management and financial best practices; provides 
administrative support for Senior Staff of the Mayor's office including 
scheduling, filing and general duties; responsible for the Executive 
Management Team's agendas, follow-up, and task tracking, and maintains 
the Executive Management Team's website; assists with logistics, agendas, 

(Maximum Length 15,000 Characters) - Check length t h a c k ~ p ~ l l d  

Job Requiremet~ts 
Employee Full-Time 

Type: 
Min Exp 
(years): 

Not Specified 

Degree Not Specified 
Required: 

Max Exp 
(years): 

Not Specified 

Travel Not Specified 
Required: 

Enter the job requirements below. Limited HTML 
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REQUIRES Knowledge of the principles and practices of administrative h 
support functions for executive offlce; research methods, techniques, and 
methods of report presentation; office practices and procedures including 
common office software and hardware; of principles and procedures of 
record keeping. Ability to read, interpret and apply rules, regulations, 
policies and procedures; to compile, develop and organize data and 
information into clear and concise written reports; to independently 
investigate assigned problems, determining the method of research as well 
as data and information requirements; to plan, organize and implement 
special assignments; to handle sensitive and delicate public relations v 

(Maximum Length: 10,000 Characters) - Check length Check Spelling ... I 

Job Posting Contact Information (Displayed when a jobseeker views your job,) 

Conlpany Name. City of Boise 

Cor?tact Name: 

Contact Ernall 

Contact Phone 

Corrtact Fax: 

Corllacl D~vision: 

Allow Job Seekers to Apply Qnllne"? ~ e ~ ~ e s  - No 
If you have an Online Application for this job, input the web address here. 

Do NOT use the address of your home page. 

Apply Onl~ne VRI.. http://www.cityofboise.org/departments/huma 

If you wish to enter a carbon copy (CC) email address for thls job, 
Input the emall addresses here (Use a comma separated I~st) 

CC Ernall Addresses 

Candidate Screening 
If you would like to add a screening questionnaire to this job, select one from the list below 

Select or Remove your Screener Questionnaire: 

Use No Screener For This Job 

[Save] [Delete] [Cancel] 

@ Speak to a Llve Representative: 800-891-8880 

About Us I Advertismq jnfp I Our Partners I Resource Center I Pr~vacy I Terms I House Rules 


