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SECRETARY 2

Nat ure of Work
Under general supervision, at the full-performance |evel

provi des clerical and adm nistrative relief, exercising discretion
and i ndependent judgnent. May sign supervisor's nane to routine
menor anduns, correspondence and forns. Attends neeting in the
supervi sor's absence or on the supervisor's behalf. Necessity for
dictation, famliarity with word processor and other special
requi renents vary dependi ng upon supervisor's preference.

Di stingui shing Characteristics

Wrk at this level 1is characterized by the |evel of
adm ni strative support perforned. Typically, duties such as
researching a variety of sources (library, division archives,
past - practi ce docunents, outside private sources, etc.), attending
meetings for supervisor where interpretation of information
gathered i s necessary, and coordinating the activities of section,
unit, etc., are characteristic of this |level.

At this level, the work requires the application of specific
knowl edge necessary to conplete conplex procedural or unusual

assi gnnment s. | ncunbent determ nes appropriate procedures from
anong various and variable nethods, resources, and processes, or
devi ses i nnovati ve nmethods to acconplish assignnment. |ncunbent is

responsi ble for his/her own work, and my assign, direct, or
supervi se the work of others. Although sone tasks are defined and
sel f-expl anatory, the incunbent works closely with supervisor to
set objectives, priorities, and deadlines; may independently set
goals and tinme frames for individual work assignnents. Wrk is
typically reviewed randomy upon conpletion for adherence to
gui delines. Contacts at this |evel are frequent, typically varied
and non-routine. | ncunbent answers procedural or program
i nquiries, whenever possible, or refers. Contacts are frequently
of a confidential or sensitive nature and require tact.

Exanpl es of Work

Coordi nates activities associated with the functions of the
di vision/section/unit, planning and inplenenting office
pr ocedur es.

Researches basic statistical work in the conpilation of reports
involving the activities of the division/section/unit.

Responds to inquiries where considerable know edge of unit
policy, procedures, and guidelines is required.

Answer s tel ephone, screens calls, and places outgoing calls.

Screens mail and responds to routine correspondence.

Schedul es appoi ntrents and nakes travel arrangenents and
reservations for supervisor

Signs, as directed, supervisor's name to routine correspondence,
requi sitions, and ot her docunents.
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Exanpl es of Work (cont' d)

Attends neetings with or on behalf of supervisor to take notes or
deliver basic information.

Takes and transcribes dictation, or transcribes from dictation
equi pnent .

Conposes form letters, routine correspondence, and factual
reports requiring judgnent and originality.

Gat hers, requests, and/ or provides factual information, requiring
reference to a variety of sources.

Types, using standard typewiter or word processing equipnent,
reports, manuscripts, and correspondence; proofreads and
corrects to finished form

May delegate routine typing, filing, and posting duties to
subordi nate clerical personnel

May mai ntai n bookkeeping records for grants, contract or state
appropriated funds or rel ated departnental accounts.

May prepare payrolls, keep sick and annual | eave records, act as
receptionist, and performother clerical duties as needed.

May assign and review the work of others.

Know edge, Skills, and Abilities

Know edge of general office procedures including typing, filing,
and the use of a variety of office equipnent.

Know edge of the correct use of English grammar.

Know edge of basic bookkeepi ng.

Know edge of basic research techniques.

Ability to arrange efficient work schedul es.

Ability to learn the policies and procedures of the unit and the
or gani zati on.

Ability to type accurately, using a typewiter and/or word
processor.

Ability to communicate well, both orally and in witing.

Ability to assign and check the work of others.

Ability to take and transcri be dictation where required.

Ability to greet the public and work well w th others.

M ni mum Qual i fications

_ _TRAINNNG Graduation froma standard hi gh school or
t he equival ent.

EXPERI ENCE Five years of full-tinme or equivalent part-tinme paid

experience performng clerical duties at the Ofice Assistant
3 |l evel, enconpassing a wi de range of office practices, which
nmust have in included typing, screening and routing tel ephone
calls and correspondence, and conmposi ng routine
correspondence.
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M ni mum Qual i fications
SUBSTI TUTI ON Coll ege hours or related business school or
vocational training may be substituted through an established
formula for up to two years of the required experience.
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