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N
SECRETARY I

DESCRIPTION:  Under general supervision, provides secretarial support and office support of a general, legal, or medical nature to the staff within an office, program, or administrative operation including the performance of skilled typing and/or stenographic functions; performs related work as required.

EXAMPLES OF WORK: (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Types narrative, numerical, and/or statistical information from rough draft and/or revised typed draft, documents, or voice recordings to facilitate the processing or documenting of information.

Greets visitors, and answers and/or makes telephone calls to determine the nature of the callers' request and to refer them to the appropriate staff member or to request/exchange needed information pertinent to office administration matters of the agency.

Reviews mail and sends form letters and material relying on established correspondence guidelines and/or staff instructions to determine the nature of the request for information pertinent to agency procedures, programs, and priorities.

Schedules and arranges time, location, and participants for meetings and conferences with the staff of the office or program to ensure that pending appointments/commitments are kept.

Operates office equipment including reproduction machinery, multi-sorters, collators, and calculators to duplicate, assemble, tabulate, check, or post material.

Takes and transcribes dictation from staff members to facilitate the processing of correspondence and/or to ensure that information and topics discussed at meetings are recorded.

Searches for and compiles material from files and documents to meet the information needs of the staff.

Orders office supplies, equipment, and/or publications to maintain the office inventory and to obtain information for agency staff.

Checks and codes and/or indexes applications, records, reports, or other information to facilitate the identification of these materials, the processing and/or filing/retrieval of the information/materials, and/or the control of inventory.

Categorizes and files/retrieves correspondence, records, reports, and other items within files arranged in alphabetical, numerical, chronological, and/or subject matter order to ensure uniform storage of and ready access to information.

SECRETARY I (continued)
FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:   (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the organization and functions of the office, program, or administrative operation to which assigned; the rules, procedures, activities, and priorities of the office and staff to which assigned; the secretarial support functions and specialized terminology associated with the work performed.

Ability to:  operate a multi-line telephone; arrange travel or conference plans, meeting locations, and interview schedules and appointments; code material using an established indexing system; sort materials into prescribed categories; prepare documents from information obtained from agency staff and office files; adapt or improve an established filing system.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:   (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the formats used in written business communications; English grammar, spelling, punctuation, and composition for purposes of recognizing and correcting errors in correspondence and reports; the procedures of file maintenance, record keeping, and mail distribution.

Ability to:  write legibly; communicate orally and in writing with agency staff, government officials, and the public to exchange information; understand and apply oral and written instructions; interact with agency staff, government officials, and the public; organize personal work assignments; file and retrieve records and other items using an established filing system; transcribe oral dictation into a final product; proofread and detect errors in a final product.

Skill in:  typing sufficient to type at a rate of 40 words a minute (net).  

JOB PREPARATION GUIDELINES:   (Entry knowledge, abilities, and/or skills may be  acquired through, BUT ARE NOT LIMITED TO, the following coursework/training  and/or experience.)

Coursework/training in office support/secretarial procedures or office  management practices.

OR

Experience in performing office/secretarial support functions including typing  duties.

