COOK COUNTY

H E A L T H Standard Job Description

Job Code: 8083
Grade: 24

HCWR: Exempt

Job Title Department
Secretary to the Board Administration

This position is exempt from Career Service under the CCH Personnel Rules.

Job Summary

Performs duties for the System Board as they relate to the operations of all meetings of the System
Board and its Committees. Establishes and coordinates processes to ensure that actions of the
System Board are documented and made available to the public in compliance with state laws for
public bodies. Establishes processes to maximize efficiencies through the use of information
technology to facilitate the actions of the System Board, and to coordinate System staff
communications with regard to items requiring System Board approval. Serves as a liaison to the
Cook County Clerk's Office (Clerk of the Board), the Office of the Secretary to the Board of
Commissioners of Cook County, and other Cook County bureaus and departments, to coordinate the
submission of those System Board-approved items which also require the consideration and approval
by the Cook County Board. Serves as a liaison with the Office of the President and offices of the
Cook County Commissioners to facilitate requests and maintain communications, as needed.
Provides guidance to System staff in the preparation of items requiring System Board action.
Maintains a System Board website, an electronic tool which allows the public to obtain notices,
agendas, and reports of the System Board and its Committees through the World Wide Web.
Maintains an electronic database of recipients from the general public for agenda and notice
distribution.

General Administrative Responsibilities

Collective Bargaining
e Review applicable Collective Bargaining Agreements and consult with Labor Relations to
generate management proposals

e Participate in collective bargaining negotiations, caucus discussions and working meetings

Discipline

e Document, recommend and effectuate discipline at all levels

e Work closely with labor relations and/or labor counsel to effectuate and enforce applicable
Collective Bargaining Agreements

e Initiate, authorize and complete disciplinary action pursuant to CCH system rules, policies,
procedures and provision of applicable collective bargaining agreements

Supervision

e Direct and effectuate CCH management policies and practices

e Access and proficiently navigate CCH records system to obtain and review information
necessary to execute provisions of applicable collective bargaining agreements
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General Administrative Responsibilities

Management

e Contribute to the management of CCH staff and CCH’ systemic development and success

e Discuss and develop CCH system policies and procedures

e Consistently use independent judgment to identify operational staffing issues and needs and
perform the following functions as necessary; hire, transfer, suspend, layoff, recall, promote,
discharge, assign, direct or discipline employees pursuant to applicable Collective
Bargaining Agreements

e Work with Labor Relations to discern past practice when necessary

Typical Duties

e Maintains accurate and sufficient records of the System Board and its Committees, as
required by law. Attends meetings of the System Board and its Committees, and oversees
the planning, drafting and distribution of notices and agendas of such meetings

e Coordinates the preparation of items requiring System Board action with the Chief Executive
Officer, senior leadership, and the Board Chair and Chairs of the various Committees

e Prepares notes and memoranda, and oversees the recording of minutes and other records
required to be preserved and maintained by the System Board for future reference

e Directs and supervises support staff in administrative functions, and in the operation of
meetings of the System Board and its Committees

e Receives special project assignments from the Chief Executive Officer

e Maintains the Seal of the Board, and authenticates all acts of the System Board

e Prepares annual schedule of meetings of the System Board and its Committees

e Responds to inquiries from the general public with regard to meetings of the System Board
and its Committees

e Assists in providing information to the Directors of the System Board on Cook County
matters, including those relating to current or pending legislation that impacts the System

Reporting Relationship
Reports directly to the Chair of the System Board and coordinates with the Chief Executive Officer
and senior leadership to guide and support the needs of the System Board.

Minimum Qualifications
e Graduation from an accredited college or university with a Bachelor's degree in Business
Administration, Public Administration or related field
e Five (5) years of practical work experience in areas related to the above; OR an equivalent
combination of education, training and experience

Preferred Qualifications
e Work experience in a government setting dealing with elected officials and political
processes in State and/or County government
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Knowledge, Skills, Abilities and Other Characteristics

e Skill in establishing and coordinating processes to ensure that actions of the System Board
are documented and made available to the public in compliance with state laws for public
bodies

e Ability to maintain accurate and sufficient records of the System Board and its Committees,
as required by law

e Thorough knowledge and the ability to maintain a System Board website, an electronic tool
which allows the public to obtain notices, agendas, and reports of the System Board and its
Committees through the World Wide Web

¢ Ability to maintain an electronic database of recipients from the general public for agenda
and notice distribution

Physical and Environmental Demands

This position is functioning within a healthcare environment. The incumbent is responsible for
adherence to all hospital and department specific safety requirements. This includes but is not
limited to the following policies and procedures: complying with Personal Protective Equipment
requirements, hand washing and sanitizing practices, complying with department specific
engineering and work practice controls and any other work area safety precautions as specified by
hospital wide policy and departmental procedures.

The above statements are intended to describe the general nature and level of work being
performed by people assigned to this classification. They are not intended to be construed
as an exhaustive list of all responsibilities, duties and skills required of the personnel so
classified.

For purposes of the American with Disabilities Act, “Typical Duties” are essential job
functions.
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