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         Classification Description

Confidential Secretary

Department:
Multiple







FLSA: Non-Exempt
Job Class #:  
106800







Represented: No
Pay Range:
0G17
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is highly responsible administrative and clerical support work that is highly confidential in nature to management.  Work is performed for various departments and offices within Pierce County.  Employees in this class are responsible for sensitive information regarding labor relations and personnel administration, County or departmental policy development prior to internal review for public dissemination, sensitive program compliance data, disciplinary actions, responses in grievance administration, preparations for hearings or arbitrations and other related matters.  Persons in this classification function with considerable independence and responsibility for decision making.  Work is reviewed by supervisory or management staff through product produced, reports, memoranda, observation and results achieved.  

ESSENTIAL FUNCTIONS
· Provides confidential secretarial services to the head of a major administrative department; makes arrangements for meetings and notifies conferees, arranges for travel, transportation and accommodation, receives and screens telephone calls and visitors, inquires about nature and urgency of business, answers questions on status of current projects exercising discretion in the amount and type of information given, makes appointments for interviews, relays messages of confidential nature.

· Represents supervisor or department at meetings; addresses administrative and policy matters, explains and interprets complex rules, policies and operating procedures.  Provides information and advice concerning specialized or technical services rendered and related office functions including response to difficult problems and questions raised by the public served or by employees.

· Researches, examines and evaluates data relative to department’s eligibility for, or compliance with, contract agreements or government regulated activities.  Performs ongoing monitoring of department programs as assigned.

· Researches, collects, tabulates and records statistics and develops reports as required for departmental purposes.  Coordinates or participates in the collection and preparation of complex reports requiring specialized clerical knowledge, technical expertise or thorough knowledge of departmental operations, procedures and regulations.  Prepares reports with recommendation for corrective action.  Prepares routine and complex letters, memoranda and other correspondence as needed.

· Performs purchasing functions; recommends necessary purchases, contacts vendors and compares 

· prices, initiates purchase requisitions and processes expense claims as required.

OTHER JOB FUNCTIONS
· May perform clerical data searches to develop or recover information from nonstandard sources, compiling and evaluating such data to meet assigned objectives.

· May devise and evaluate office procedures, technical filing and indexing systems and forms.  May schedule and monitor incoming clerical work in office or work unit to coincide with general priorities established by supervisor.

· May assist with budget monitoring and preparation.  May take minutes of meetings.

· Performs other related duties as required.

KNOWLEDGE, SKILL AND ABILITIES
Considerable knowledge of general office and administrative practices and procedures.

Considerable knowledge of policies, procedures and practices applicable to specialized office functions as required by the position.

Knowledge of research techniques and of the source and availability of information.

Knowledge of computers and related equipment relative to data collection, control and storage. 

Knowledge of purchasing procedures.

Ability to understand and effectively execute complex oral or written instructions and to apply available guidelines to various situations. 

Ability to communicate effectively, both orally and in writing, with other employees and departments, and the public.

Ability to establish and maintain effective working relations with co-workers, public and private officials, other agencies and the general public.

Ability to effectively use and operate a personal computer and other standard business equipment. 

Ability to effectively use computer programs such as Windows, WordPerfect, Excel, or other modern office systems.

Ability to organize files and resource materials.

Ability to assign and monitor the work of subordinates. 

Ability to physically perform the essential job functions.

RECRUITING REQUIREMENTS
Two or more years of progressively responsible clerical/administrative experience which includes one-year experience directly related to the duties of the position.  Additional education or experience may substitute for the recruiting requirements.
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