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EXECUTIVE ASSISTANT   Release Date: August 1, 2016 
 

EXECUTIVE ASSISTANT 
 

FINAL FILING DATE:  August 15, 2016 
 

WHO MAY APPLY 
 

This is a PROMOTIONAL EXAMINATION for the Department of 
Finance (Finance). Applicants must be currently employed with Finance 
or have eligibility to compete in Finance promotional examinations and 
have a permanent civil service appointment without a permanent break 
in service as of the final filing date. Under certain circumstances, other 
employees and United States Military veterans may be allowed to 
compete.  Refer to the General Information, Promotional Examinations 
Only section of this bulletin for other eligibility requirements. 
 

POSITION DESCRIPTION Under direction of a high level administrator, the Executive Assistant 
researches confidential and sensitive departmental or program issues; 
screens, redirects and/or responds to telephone calls and written 
inquiries from high level contacts on behalf of the Administrator; 
maintains the Administrator's working schedule and calendar; follows 
up on projects and requests assigned to programs; as delegated by the 
administrator, reviews materials submitted by programs for format, 
content and grammar; provides administrative assistance and 
secretarial support; and is responsible for office management and 
supervision of clerical support staff who provide secretarial assistance 
to the Administrator  
 

MONTHLY SALARY  

 

$ 3,438 - 4,303 
 

HOW AND WHEN TO APPLY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Applications must be submitted and/or postmarked by August 15, 
2016, the final filing date. Applications filed in person, delivered, or 
received via interoffice mail after 5:00 p.m. on the final filing date will 
NOT be accepted for any reason.  
 
The uses of emailed and faxed applications are prohibited. All 
examination applications must be submitted directly to: 
 
 Department of Finance  
 Human Resources Office  
 915 L Street, Suite 1235  
 Sacramento, CA  95814 
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HOW AND WHEN TO APPLY 
(Continued) 
 

Examination Applications (Std. 678) are available at the California 
Department of Human Resources Job Center, and on the Internet at 
http://jobs.ca.gov/pdf/std678.pdf. 
Note:  All applications MUST include a current valid e-mail address as 
examination material may be sent via e-mail, e.g., examination notices, 
access to examination material, etc. 

 
DO NOT SUBMIT APPLICATIONS TO THE 

CALIFORNIA DEPARTMENT OF HUMAN RESOURCES. 
 

SPECIAL EXAMINATION 
ARRANGEMENTS 
 

If you have a disability and need special testing arrangements, mark the 
appropriate box for Question 2 on the application.  You will be 
contacted to make specific arrangements. 
 

REQUIRED IDENTIFICATION 
 

Accepted applicants are required to bring either a photo identification 
card or two forms of signed identification to each phase of the 
examination. 
 

REQUIREMENTS FOR 
ADMITTANCE INTO THE 
EXAMINATION 
 

Applicants must meet the experience/education requirements by the 
final filing date.  Your signature on your application indicates that you 
have read, understood, and possess the qualifications required.   
 
Note:  Applications/resumes must contain the following information:  
“to” and “from” dates (month/day/year), time base, civil service class 
title(s), and range if applicable.  Applications/resumes received without 
this information may be rejected.  
 
IT IS THE RESPONSIBILITY OF ALL APPLICANTS TO PROVIDE 
COMPLETE AND DETAILED DESCRIPTIONS OF QUALIFYING 
EXPERIENCE TO SUBSTANTIATE MINIMUM QUALIFICATIONS.  
THIS INFORMATION IS CRITICAL IN DETERMINING ACCEPTANCE 
INTO ANY EXAMINATION. 
 

ELIGIBLE LIST INFORMATION 
 

A departmental promotional eligible list will be established for the 
Department of Finance. The list will be abolished 12 months after it is 
established unless the needs of the service and conditions of the list 
warrant a change in the period. 
 

MINIMUM QUALIFICATIONS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Qualifying experience may be combined on a proportionate basis if the 
requirements stated below include more than one pattern and are 
distinguished as Either "I", or "II", or "III", etc.  For example, candidates 
possessing qualifying experience amounting to 50% of the required 
time of Pattern I, and additional experience amounting to 50% of the 
required time of Pattern II, may be admitted to an examination as 
meeting 100% of the overall experience requirement. 
 

Either I 
 

One year of experience in the California state service performing 
secretarial duties at a level of responsibility not less than those of an 
Executive Secretary I or two years of secretarial experience in the 
California state service at a level of responsibility not less than 
Secretary or Office Technician. 
 

 

http://jobs.ca.gov/pdf/std678.pdf
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MINIMUM QULIFICATIONS 
(Continued) 
 

Or II 
 

One year of experience performing technical duties in the California 
state service in a class comparable in level of responsibility to 
Management Services Technician 

 
Or III 

 
Four years of experience as a Secretary or Administrative Assistant 
outside of California state service of which at least one year must have 
been at the level of responsibility of Executive Secretary I or 
Management Services Technician or at least two years must have been 
at the level of responsibility of Secretary or Office Technician. (Up to 
two years of intensified secretarial training in an approved curriculum or 
college level course work in business, personnel or public 
administration may be substituted for the general outside experience on 
a year-for-year basis.) 
 

SPECIAL PERSONAL 
CHARACTERISTICS 
 

Demonstrated ability to act independently; flexibility; tact; and ability to 
act effectively under pressure. 
 

EXAMINATION INFORMATION This examination plan will consist of Education and Experience weighted 
100% rated on job-related criteria.  Completion and submittal of the 
Examination and/or Employment Application (Std. 678) will constitute the 
entire examination.  The application will be evaluated and scored based 
on a set of rating criteria.  To obtain a position on the eligible list, a 
minimum rating of 70% must be attained.  

EXAMINATION SCOPE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Candidates will be tested on: 
 
A. Knowledge of: 

1. The principles and methods of public and business 
administration. 

2. Office management principles, methods, and procedures to 
provide administrative assistance and secretarial support for the 
Program Budget Manager. 

3. Personnel and fiscal management practices to recognize and 
identify related issues appropriately for processing or 
redirecting. 

4. Program Budget Manager and/or Executive Staff responsibilities 
with regard to the department's programs to provide information 
and assist staff on sensitive departmental or program issues. 

5. The Department of Finance's relationship with other 
governmental entities to properly direct inquiries and 
correspondence. 

6. Computer software including, but not limited to, the programs 
within Microsoft Office. 

7. Travel rules and policy to complete travel expense claims. 
8. Proper spelling, grammar, punctuation, and sentence structure 

to ensure that written materials prepared and reviewed are 
complete, concise, and error-free. 

9. Alphabetical and/or numeric filing system to file and retrieve job-
related materials. 

10. Sorting/filing techniques and records retention policies and 
schedules to maintain accurate records. 
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EXAMINATION SCOPE 
(Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B.  Ability to: 
1. Think clearly and analyze problems of organization and 

management and take effective action. 
2. To reason logically and analytically when completing work 

assignments. 
3. To objectively identify all facts and implications related to a 

situation before drawing conclusions and determining courses of 
action. 

4. To maintain the confidentiality of sensitive and confidential 
information (e.g., personnel-related issues, projects). 

5. To use discretion and diplomacy when responding in writing to 
the needs, problems, or concerns of others. 

6. To use tact and diplomacy when dealing with the needs, 
problems, and/or concerns of other department staff, outside 
agency personnel, and/or the public. 

7. To work under the pressure of heavy workload and/or short 
timelines when completing work assignments. 

8. To manage workload and assignments in order to meet work 
unit and project objectives and deadlines. 

9. To prioritize work assignments and in-basket materials to ensure 
completion within established timeframes and by expected 
deadlines. 

10. Take initiatives, work independently, and complete projects 
without detailed instructions. 

11. To be flexible in adapting to changes or interruptions in priorities, 
assignments, and other interruptions which may impact pre-
established timelines for completing assignments. 

12. To establish and maintain cooperative working relationships with 
staff, other departments, and public. 

13. To communicate effectively in order to exchange information 
and/or provide direction to staff and others. 

14. To understand verbal instructions in order to carry out assigned 
tasks. 

15. To clearly and concisely articulate sentences and ideas to 
varying levels of audiences. 

16. To interpret and explain policies, procedures, rules, and/or 
regulations to department employees, the public, vendors, and 
other State agencies. 

17. To follow and understand written and oral instructions to 
complete work assignments. 

18. To communicate information clearly and concisely when writing 
memos and letters to audiences of varying levels. 

19. To write clear and concise instructions that can be easily 
understood by audiences of varying levels. 

20. To read correspondence and assess importance relating to 
formality, nature, pertinence, deadlines, and source. 
 

21. To review and edit memos (e.g., reports, policies, procedures, 
letters) for proper content, format, grammar, punctuation, and 
sentence structure. 

22. To identify information, materials, and resources needed to 
complete projects and assignments. 

23. To research various organizations to obtain information (e.g., 
appointments, events). 
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EXAMINATION SCOPE 
(Continued) 
 

24. To organize information from various sources in a semantically 
or categorically functional order. 

25. To listen and take accurate notes. 
26. To maintain detailed records of work-related activities. 
27. To use word processing software to develop and format written 

documents, such as memos, letters, and reports. 
28. To use word processing software to organize and create basic 

tables and/or graphs. 
29. Type at a speed of 45 words per minute. 

  
VETERANS PREFERENCE  
 
 

Veteran’s preference credit is not granted in promotional examinations. 
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EXECUTIVE ASSISTANT  Release Date:  August 1, 2016 
 

 
GENERAL INFORMATION 

 
The California Department of Finance reserves the right to revise the examination plan to better meet the needs of the 
service if the circumstances under which this examination was planned change.  Such revision will be in accordance with 
civil service law and rules and all competitors will be notified. 

 
It Is The Candidate's Responsibility: To contact the Human Resources Office at (916) 323-4071, TDD (916) 324-6547 
three days prior to the written test date if he/she has not received his/her notice.  For an examination without a written 
feature it is the candidate's responsibility to contact the Human Resources Office at (916) 323-4071, or TDD 324-6547 three 
weeks after the final filing date if he/she has not received a progress notice.  If a candidate's notice of oral interview or 
performance test fails to reach him/her prior to the day of the interview due to a verified postal error, he/she will be 
rescheduled upon written request. 
 
General Qualifications: Candidates must possess essential personal qualifications including integrity, initiative, 
dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to 
perform the assigned duties of the class.  A medical examination may be required.  In open examinations, investigation may 
be made of employment records and personal history and fingerprinting may be required. 
  
If you meet the requirements stated on the reverse, you may take this examination, which is competitive.  Possession of the 
entrance requirement does not assure a place on the eligible list.  Your performance in the examination described on the 
other side of this bulletin will be compared with the performance of the others who take this test (based upon job-related 
criteria), and all candidates who pass will be ranked according to their scores. 
 
Equal Opportunity: An equal opportunity employer to all regardless of age, ancestry, color, denial of family and medical 
care leave, disability, gender identity or expression, genetic information, marital status, medical condition, military and 
veteran status, national origin, political affiliation, race, religion, sex, or sexual orientation of any person. 
 
Eligible Lists:  Eligible lists established by competitive examination, regardless of date, must be used in the following order:  
1) subdivisional promotional, 2) departmental promotional, 3) multidepartmental, 4) servicewide promotional, 5) 
departmental open, and 6) open.  When there are two lists of the same kind, the older list will be used first.  Eligible lists will 
expire in one to four years unless otherwise stated on this bulletin. 
 
Promotional Examinations Only:  Competition is limited to employees who have a permanent civil service appointment 
and military veterans retired from the United States military, honorably discharged from active military duty with a service-
connected disability, or honorably discharged from active duty as defined in Government Code §18991, that meet the 
minimum qualifications as prescribed by the class specifications.  Under certain circumstances, other employees may be 
allowed to compete under provisions of State Personnel Board (SPB) rules 234, 235, and 235.2.  SPB rules 233, 234, 235, 
235.2, and 237 contain provisions regarding civil service status and eligibility for promotional examinations.  In addition, 
Government Code sections 18990 and 18992 permit certain exempt employees employed by the Legislature or the 
Executive Branch to participate in civil service promotional exams.  
 
State Drug Policy:  It is an objective of the State of California to achieve a drug-free state workplace.  Any applicant for state 
employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with 
the law of the state, the rules governing civil service, and the special trust placed in public servants. 
 
Privacy Policy:  Pursuant to Government Code §11019.9 and Management Memo 00-14, the Department of Finance 
maintains a permanent privacy policy in adherence with the Information Practices Act of 1997.  Finance’s Privacy Policy is 
posted on the Department’s website at www.dof.ca.gov 
 
TDD is Telecommunications Device for the Deaf and is reachable only from phones equipped with a TDD Device. 

California Relay Telephone Service For The Deaf or Hearing-Impaired 
From TDD Phones:  1-800-735-2929 From Voice Phones:  1-800-735-2922 
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