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ADM NI STRATI VE SECRETARY

Nat ure of Work

Under general direction, perfornms advanced | evel work by
assum ng responsibility for adjunctive admnistrative duties
under the guidance of an adm nistrator. Applies in-depth
know edge of program areas, the m ssion of the division, and the
adm nistrator's jurisdiction, policies and views. Provides
support services to adm nistrator by supplying specific
i nformati on, conposing reports and correspondence, and taking
initiative to recommend actions, or by taking action in nodifying
and/ or inproving unit procedures, policies, rules and
regul ati ons. Depending on size of organizational unit, may offer
sone clerical support to adm nistrative superior, often in
matters which nust remain confidential. Typically perforns
adm ni strative support for an agency/division adm nistrator.
Perforns related work as required.

Di stingui shing Characteristics

The paraprofessional work at this level is generally
confidential and requires a working know edge of program areas
wi thin the division or organizational unit to which assigned.
Adm ni strative support duties are predom nant; clerical/
secretarial duties typically conprise | ess than 20% of work timne.

Exanpl es of Work

Attends neetings for supervisor to take notes and offer input
Vis-a-vis supervisor's views, or is briefed on neetings
after the fact in order to assist the inplenentation of
new procedur es.

Studi es and anal yzes operational procedures; prepares reports
of findings and recommendati ons for inplenmentation of new
procedures or the nodification of existing procedures.

Col l ects and prepares operating reports such as tinme and
attendance records, term nations, new hires, transfers,
budget expenditures, and statistical inquiries.

Recei ves tel ephone calls, personal callers and incom ng mail.

Makes arrangenents for conferences, including date, tineg,
| ocati on and space.

Pl ans, schedul es, assigns, and reviews the work of other
enpl oyees.

Oversees office services such as the conpl etion of maintenance
reports, ordering of supplies, filing.

Supplies adm nistrator with specific detailed information for
conpl etion of reports, speeches, etc.

Types a variety of docunents, often confidential in nature.

May conduct initial job interviews and recommend candi dates
for enpl oynent.

May nonitor particular prograns, draft reports on prograns
status, assist in applications for grants or outside nonies,
and draft correspondence for division heads concerning the
prograns areas.

May del egate work to ot her sections.

May wite news rel eases and otherwi se interact with the public
on behalf of or in lieu of the adm nistrator.
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Know edge, Skills and Abilities

Know edge of division rules, regulations and procedures.

Know edge of nodern office practices.

Ability to wite and nmaintain detail ed records.

Ability to retrieve and conpile information fromnmultiple
sources to conpl ete assignnments.

Ability to draft correspondence dealing with routine inquiries
or specific inquiries regarding the status of program areas.

Ability to communi cate effectively with superiors,
subor di nat es, other division personnel and the general
publi c.

Ability to anal yze operational procedures and prepare reports
of findings and recommendati ons for nodifications.

Ability to perform basic mathemati cal operations.

Ability to type and operate a variety of office nachines.

M ni mum Qual i fications
_ TRAINING G aduation froma standard four-year high school or
t he equi val ent .
EXPERI ENCE Six years of full-time or equivalent part-tine
pai d experience in secretarial work, tw years nust have
i ncl uded adm ni strative support or conplex clerical duties.
SUBSTI TUTI ON  Successful full-tinme study in an accredited
coll ege or university, or resident business or vocational
school training may be substituted through an established
formula for the required experience.
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