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King County




Classification Specification
	

	
	2830100

	
	GOVERNMENT RELATIONS ASSISTANT 



Class Summary

The responsibilities of this classification include fulfilling policy, legislative and intergovernmental initiatives and objects and performing related activities necessary and appropriate to ensure and optimize delivery of County services. This is an entry-level professional classification, and work is performed under the direction of assigned supervisory staff.
Distinguishing Characteristics

This is the first level within a four-level classification series. This classification is distinguished from the Governmental Relations Analyst in that incumbents are primarily responsible for tracking and monitoring legislation, while the Governmental Relations Analyst recommends legislative strategies. 

Examples of Duties (May vary by position)

1. Track and monitor state legislation; respond to staff requests for bill status.

2. Assist in policy analysis.

3. Work with lobbyists to determine what legislation is of key interest to King County.

4. Write Requests for Proposals and participate in the selection process for contracted lobbyist services.

5. Conduct budget research for future agency needs.
6. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Some familiarity with government processes
Skill in oral and written communication 
Skill in the use of personal computers, word processing and data management software
Skill in problem solving and analysis 
Skill in financial analysis
Skill in handling a number of projects or tasks simultaneously
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Government Relations Assistant, Analyst, Administrator and Officer
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