STATE OF NEBRASKA
CLASS CODE:
S01413

CLASS SPECIFICATION
SALARY GRADE:
338

EST:  6/71 - REV: 12/02
OVERTIME STATUS:
N
SECRETARY/ADMINISTRATIVE

DESCRIPTION:   Under limited supervision, provides secretarial support and administrative support of a general, legal, or medical nature to relieve, assist, and/or represent an agency head or a principal division director in specified office or program administrative matters.  Coordinates office support activities and performs skilled typing and 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.)

Arranges meetings, conferences, and travel plans for an agency head or principal division director to ensure the appropriate selection of time, location, agenda, and attendance list, or to prepare transportation and lodging reservations and travel vouchers.

Schedules and coordinates the work activities for various office and clerical support and/or secretarial support staff to facilitate the adherence to and accomplishment of established work objectives.

Compiles, summarizes, and retains budget information to assist the agency head or principal division director in the preparation of budgetary plans and requests.

Formulates and recommends plans and alternative courses of action to assist an agency head or principal division director in coordinating specified administrative/program activities inside and outside the agency.

Writes correspondence and administrative reports and/or financial records, relying on agency and non-agency source material, to respond to requests for information about agency programs, to provide administrative data to an agency head or principal division director, and to communicate the activities, views, and commitments of an agency head or director.

Searches for, compiles, and summarizes information from internal and external sources to meet the needs of an agency head or principal division director to which assigned.

Types narrative, numerical, and/or financial information from rough draft and/or revised typed draft, documents, or voice recordings to facilitate the processing or documenting of the transactions of an agency head or principal division director.

Takes and transcribes dictation from an agency head or principal division director to facilitate the processing of correspondence and to ensure information and topics discussed at meetings are recorded.

Greets and screens visitors and telephone callers to determine the nature and purpose of the call and to refer calls not requiring the agency head's or principal division director's attention to other staff members or handle the calls personally.

Represents the administrator/director at meetings and conferences to convey the agency/division head's position on given issues, record minutes, and prepare a written record of the proceedings.

SECRETARY/ADMINISTRATIVE (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 agency to which assigned; the activities, views, and program priorities and commitments of the agency head or principal division director assisted; the procedures for justifying, authorizing, securing, and controlling office support services such as printing and supply services.

Ability to:  prepare a variety of internal reports and documents from information obtained from agency staff, office files, and other sources; advise agency staff or individuals outside the agency on the supervisor's views of current issues facing the organization; instruct other office/secretarial support staff on agency directives and on record keeping, correspondence, and telephone procedures.

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

Knowledge of:  formats used in written business communications; English grammar, spelling, punctuation, and composition for purposes of recognizing and correcting errors in correspondence and reports; the types and uses of office equipment; secretarial support functions and specialized terminology.

Ability to:  communicate orally and in writing with agency staff, government officials, and the public to exchange information; interact with agency staff, government officials, and the public to establish and maintain work relationships, and to exchange factual information; understand and apply written and oral instructions and administrative policies and guidelines; locate and summarize information from files and documents recognizing relevant and irrelevant information; adapt administrative/secretarial policies, practices, and procedures to new or unusual situations; evaluate and recommend new office procedures and priorities; arrange travel or conference plans, meeting conditions, and interview schedules and appointments; transcribe oral dictation into a final product; develop and maintain a relationship of trust and confidence with the agency head or principal division director.

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.)

Experience in performing secretarial support functions including typing duties.

