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JOB DESCRIPTION
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	Job Title:  Secretary
	Prepared On:  2/16/00

	Department:  Flight Information Development
	FLSA Status:  

	Grade:  
	Job Code:  JN1210

	Summary: (General Purpose and main characteristics of the job; one to two sentences)
This is varied secretarial and clerical work involving the utilization of journeyman level and fully competent secretarial skills.  Employee in this class performs responsible secretarial work.  The work involves knowledge of department activities, practices, procedures, and the application of these practices.  Employee in this class frequently develops and refines work routines and is expected to carry the assignments through to completion with a minimum of supervision.

Positions in the next higher secretarial level are distinguished from this level by the assignment of responsible secretarial, clerical and minor administrative work, which includes serving as an assistant to an executive in contrast to the varied secretarial tasks typical of positions identified within this class.  Higher level positions exercise delegated authority in making supervisory and minor administrative decisions.



	Principal Responsibilities (Essential job functions only ,listed in order of importance, focused on the desired end results)
· Completes standards forms and reports such as expense reports, purchase requisitions, and house work orders.

· Receives phone calls and visitors.

· Distributes the mail.

· Maintains calendar of person supporting (i.e., meeting coordination on/offsite, etc.)

· May prepare routine correspondence following prescribed procedures.

· Establishes and maintains files.

· Originates and confirms travel arrangements and reservations and prepares itinerary.

· May prepare departmental records and reports.

· Performs other duties as required.

	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:

· Delivering a service that meets the needs of the customers.
· Involving others and sharing information in a team environment.
· An individual’s work and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.

	Reporting Structure (Titles only)
To:  Director

Supervise:  
Relationships:  (Regular, on-going work related interaction outside of the immediate work unit)


	Required Knowledge/Skills/Abilities
· Thorough knowledge of business English, spelling, punctuation, grammar, and basic mathematics.

· Thorough knowledge of office practices and procedures.

· Knowledge of departmental activities, practices and procedures and the ability to apply these to work problems.

· Knowledge of software application packages, such as: Microsoft Office, Lotus Notes.

· Ability to prepare and maintain records and standardized reports.

· Ability to work independently on varies clerical tasks with minimal review.

· Ability to establish and maintain effective working relationship.

	Education/Experience Requirements

· Four years of progressively responsible and varied clerical experience which includes general secretarial duties, or the equivalent combination of training and experience.

	Physical Dimensions

Physical Requirements: sitting, kneeling, climbing, stooping, lifting (number of pounds) time required to stand or walk.   Start statements with “Ability to…”

Environment:  Standard office, outside work, loud noise


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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