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DEPARTMENT OF BUSINESS AND INDUSTRY

The Nevada Local Government 
[bookmark: _GoBack]Employee Management Relations Board (EMRB)
is seeking highly qualified applicants for the position of:

Executive Assistant - Board Secretary

This is an unclassified position that is appointed by and serves at the pleasure of the Board Members of the Employee Management Relations Board.

RECRUITMENT:  This is an open competitive recruitment, open to all qualified persons.

APPROXIMATE ANNUAL SALARY:  Up to $54,858 plus benefits * (Salary range reflects retirement (PERS) contributions by both the employee and employer.  An employer paid contribution plan is also available with a reduced gross salary.) 
*Please note: Furlough Leave is mandatory for Nevada State employees and will result in a reduction of income of approximately 2.3% (or 4 hours per month) starting July 1, 2011 through June 30, 2013. The salary listed above does not reflect the reduction from the required furlough.

LOCATION:	  Las Vegas, Nevada.  

RESUMES WILL BE ACCEPTED:  Until June 21, 2013.  Applications will begin to be reviewed as they are received.

THE POSITION:  Executive Assistants provide the highest level of administrative and secretarial support.  Assigned responsibilities include facilitating management processes by acting with authority and as an intermediary on delegated administrative support matters which require independent judgment, initiative and discretion in making determinations of varied problems and situations regarding issues of importance to the Agency.  The Executive Assistant is responsible for carrying out all administrative support functions of the Agency, including but not limited to:

· Become familiar with NRS 288/NAC 288/agency documents to keep public informed.
· Organize and prepare filings, board packets, case folders, records for judicial reviews, etc. 
· Create electronic files from papered copies and serve as Records Officer.
· Schedule facilities and arrange for travel accommodations as needed.
· Prepare official documents, post notices and draft professional level correspondence.
· Assist EMRB Commissioner in budget preparation, approval and implementation.
· Responsible for accounts payable/accounts receivable including annual assessments.
· Maintain inventory of equipment and office supplies and order necessary materials.
· Act as Payroll Clerk, Personnel Clerk, PERS Liaison and PEBP Liaison
· Prepare and organize Chapter 6 filings from local government employers and employee organizations/unions.
· Create reports as requested by the board, commissioner and state or local agencies.
· Familiarity, or become familiar, with all state policies and procedures including the State Administrative Manual (SAM) and any other policies or procedures that keep the agency in compliance.
· Keep office areas and equipment clean, well-organized and in good working order.    
· Able to operate standard office equipment (fax, copier, scanner, computer, back-up drive, etc.) and basics of Apple I-Pad as board members receive information electronically. 
· Able to lift 50 lbs.
· Ability to maintain confidentiality of sensitive information.
· Ability to work with the EMRB Commissioner to update and improve agency processes.
· Other duties as may be assigned by the EMRB Commissioner or the EMRB Board.  

QUALIFICATIONS:  
· Graduation from high school or equivalent education and four years of secretarial/office management experience preferably in a legal or regulatory environment.
· Extensive experience with MS Office including MS Word, Excel and Outlook. 
· Budget and fiscal support experience
· Organized and able to multi-task several complex projects at one time. 
· Self-motivated and able to work independently.
· Above average communications skills (both written and verbal).
· Pleasant, professional attitude, dress and demeanor as this position is the first line of agency contact with the public.  

APPLICATION PROCESS:   Applicants must submit a resume outlining their qualifications and a detailed letter of interest to: 

Commissioner Brian Scroggins 
2501 East Sahara, Suite 203
Las Vegas, NV  89101 

E-mailed submissions are acceptable.  Please send them to: emrb@business.nv.gov

Resumes and letters of interest will be screened by the EMRB Commissioner for qualifications and experience with the most qualified receiving an initial interview from the Commissioner.  Those individuals ultimately deemed most qualified will be interviewed in Las Vegas at a publically noticed EMRB board meeting (July 9-11, 2013).  Please keep these dates open and note there is no expense re-imbursement available for out of town applicants.  The appointment is at the board’s sole discretion.  

ABOUT THE EMRB:
The EMRB is an agency involved in the process of collective bargaining and labor relations for local government employers, local government employees and employee associations/unions. 
The goal of the EMRB is to foster the collective bargaining process, to provide support to those involved in said process, and to settle disputes as they arise in a neutral and timely manner.

The State of Nevada is an Equal Opportunity Employer.
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