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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

JOB DESCRIPTION – 1625
December 2000

POSITION TITLE:
Secretary – Part Time

REPORTS TO:
Various supervisors, managers and administrators

Objective: To perform secretarial duties and responsibilities. To perform word processing, filing, recordkeeping, and data management. To perform analysis and report preparation.  To schedule and coordinate the activities of designated managers and supervisors.  To perform transcription and various office clerical duties, including operation of a variety of office machines, as required or requested.

Essential Functions:

1.
Performs secretarial duties and responsibilities.

2.
Performs a variety of administrative support duties, including word processing; filing, recordkeeping, data management; scheduling/coordinating; transcription; and other office support duties, including operating a variety of office machines, as required or requested.

3.
Responds, as directed, to requests for administrative and clerical assistance from other positions, managers and supervisors, and departments.

4.
Develops and maintains effective working relationships with all contacts, internal and external.

5.
Develops and maintains a general awareness of current and proposed activities. Keeps immediate supervisor informed of activities which may have a positive or negative impact on duties and responsibilities performed by managers, supervisors and staff supported by this position.

6.
Conducts analysis and report preparation research and analysis of data/information, as report findings as required or requested.

7.
Maintains both the integrity and confidentiality of all data, research and analysis, as directed.

8.
Operates a variety of office machines including but not limited to desktop computers, printers, scanners, copiers, fax machines, and calculators.

9.
Receives, coordinates and acts to ensure for the proper handling of telephone calls, postal and electronic mail, express/priority/over-night mail/correspondence, receipt/delivery of supplies, equipment and materials, and other communications, as required or requested.

10.
Maintains both the integrity and confidentiality of all data, research and analysis, as directed.

11.
Performs other related duties, including special projects, as required or requested.
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Education/Experience: Graduation from High School or equivalent, with an emphasis in general office support and administration. One (1) to three (3) or more years of related experience is required. A demonstrated experience providing secretarial, administrative and clerical support individually or, as a member of a clerical/secretarial pool to individual managers and supervisors, or to a team of managers and supervisors.

Licensure: No requirements.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer services; safety; security, disaster and other policies procedures and practices. Demonstrated effective and diplomatic oral and written communication.

Physical/Environmental Characteristics: Essential duties are routinely performed in a variety of locations, including: general office, classroom, media centers, community centers and related work environments. Travel may be required. Essential duties regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, digital and video cameras, televisions, calculators, copiers, fax machines and other business office machines and equipment. Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting to stack, store or retrieve supplies or various computer and office equipment, as directed. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE). is required.

