

1840

ASSISTANT RECORDING SECRETARY 
KIND OF WORK:  This is highly responsible secretarial, stenographic and supervisory work for the County Commission.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for performing secretarial work involving important public contracts, supervising employees, coordinating activities of the County Commission, and assuming administrative functions.  Work is performed under the general supervision of the Recording Secretary - County Commission or County Administrator using independent judgment in resolving problems which do not involve major deviations in established policy.  Supervision is exercised over clerical and secretarial employees.  An employee in this class acts as the Recording Secretary - County Commission as required.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Takes and transcribes confidential dictation, independently composes answers to inquiries and other correspondence; conducts research to answer questions and drafts replies; interviews callers and screens telephone calls; answers or reroutes questions, complaints and requests; makes and cancels appointments; types material using word processing equipment; creates forms and composes memoranda; gathers source material for reports, articles, speeches and other purposes; maintains filing system; delivers mail for the floor; arranges staff meetings; attends meetings, records proceedings and prepares minutes; serves as a liaison of the County Commission in contacts with other employees, officials or the general public; makes administrative decisions on procedure or policy within prescribed limitations; supervises various clerical operations; drafts resolutions for presentation at Commission meetings; furnishes information about the operation of the County Commission; prepares indigent care agenda and letters as assigned; fills in for Recording Secretary as needed; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of business English, spelling, punctuation, filing and grammar; thorough knowledge of technical, legal and other terminology commonly used in county government; thorough knowledge of the practices, procedures, systems, ordinances, policies, functions, organizational structure, authority and limitations of the county government and of other governmental jurisdictions in the area; ability to supervise the work of others; ability to accurately type using word processing equipment and to take and transcribe dictation at a rapid rate of speed; ability to carry out continuing assignments requiring the organization of material, the preparation of reports, and making of decisions; ability to make decisions recognizing established precedents and practices; ability to plan and supervise the work of others; ability to establish and maintain effective working relationships with other employees, department heads and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, supplemented by courses in secretarial training, preferably college courses in business administration or related field, and a minimum of three years' responsible secretarial experience; or a combination of education and experience equivalent to these requirements.
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