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JOB DESCRIPTION FOR  
GOVERNMENT RELATIONS ADMINISTRATIVE ASSISTANT 

 
 

1. Serve as primary office assistant to the Assistant Executive Director for 
Government Relations and Communications. Perform routine assignments which 
include responding to oral and written requests, typing correspondence, filing, 
opening and distributing mail, answering phone calls and routine questions, and 
routing calls to the appropriate staff. 

 
2. Maintain the calendar of the Assistant Executive Director.   

 
3. Type legislation to be introduced in each session of the General Assembly as 

well as amendments to be filed. 
 

4. Keep on file copies of legislation and amendments filed in each session of the 
General Assembly. 

 
5. Track legislation as it goes through the legislative process in each session of the 

General Assembly. 
 

6. Compile and keep on file voting records of each state legislator. 
 

7. Create and maintain a historical file of TEA-sponsored legislation. 
 

8. Create and maintain a historical file of education-related legislation passed in 
each session of the General Assembly. 

 
9. Register appropriate TEA staff as lobbyists and file lobbying activity reports with 

the Registry of Election and Finance. 
 

10. Follow through with payment of the Professional Privilege Tax to the State 
Department of Revenue for TEA-registered lobbyists. 

 
11. Create and maintain a Microsoft Access database of pertinent information of 

each state legislator and disseminate information from this database. 
 

12. Create and maintain a Microsoft Access database of pertinent information on 
each local education association, identifying them by congressional, State House 
& Senate districts, a TEA Board/T-PACE districts.  Disseminate information from 
this database. 

 
13. Maintain an active database of local PACE committees and their affiliation status. 

 
14. Create and print reports from the government Relations section of the Individuals 

& Affiliates System. 
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15. Data Entry into the PAC Accounting Receipts System and print reports from this 
site. 

 
16. Create and maintain database of contributions to T-PACE endorsed candidates, 

and follow through with correspondence and sending checks to each endorsed 
candidate. 

 
17. Create and maintain a historical file of contributions to T-PACE endorsed 

candidates. 
 

18. During election year handle special mailings of individualized letters to TEA 
members for T-PACE endorsed candidates. 

 
19. Follow through on requests from legislators and endorsed candidates within the 

TEA policies for mailing labels of TEA members. 
 

20. Follow through on requests from local education associations in pulling data from 
databases.  

 
21. Transcribe and keep on file interviews from each T-PACE statewide 

endorsement meeting of gubernatorial endorsee. 
 

22. Make arrangements for Legislative Editing Committee meetings, Political 
Academies, and reception for members of the General Assembly.  This will 
include notification of meeting, lodging accommodations and food requirements, 
as well as materials and equipment needed for each event. 

 
23. Compile data from member input to use during Legislative Editing Committee 

meetings when developing TEA legislative program.  Follow through with sending 
recommendations to the TEA Board of Directors, the TEA Representative 
Assembly, and working with the Graphic Arts Department in producing a 
brochure of TEA Legislative Proposals. 

 
24. Transcribe and distribute Federal & State Legislative Updates, TEA Legislative 

Updates and Legislative Updates. 
 

25. Type, assemble, and collate materials for legislative and political action 
workshops. 

 
26. Handle travel arrangements for Government Relations manager. 

 
27. Send out materials to local leaders concerning delegate selection to Democratic 

and Republican National Conventions. Identify teacher delegates to Democratic 
and Republican National Conventions and send that information to the National 
Education Association. 

 
28. Schedule appointments with members of Congress and state legislators for 

appropriate NEA Board of Directors and TEA staff. 
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29. Update through the Individuals & Affiliates System mailing list of local education 

association legislative chairs and local PACE officers. 
 

30. During legislative session, obtain legislative committee calendars and distribute 
them to appropriate staff for TEA weekly legislative briefings. 

 
31. Prepare packet of materials for UniServ staff and local leaders who lobby 

members of the General Assembly. 
 

32. Handle arrangements for T-PACE Council meetings.  Set up conference calls 
when necessary. 

 
33. Maintain an up-to-date file of members of the T-PACE Executive Council and 

expiration dates of each term in office. 
 

34. Create and maintain an electronic file of subscribers to the TEA Legislative 
Report and Legislative Alerts. 


