ADM NI STRATI VE SECRETARY, 1327

Summary of Duties : Perforns highly responsible secretarial and stenographic work
inthe Ofice of the Mayor or for a menber of the Gty Council; and does rel ated
wor K.

D stingui shed Features : The class of Administrative Secretary is distinguished by
the responsibility for public relations and the high requirenents for tact,

di scretion, and independent judgment in answering questions, assisting the public,
and replying to correspondence in the fice of the Mayor or for a menber of the
Gty Council. Miuch of the information handled is confidential, and serious
consequences may result fromits inproper disclosure. Successful perfornmance of
the work requires an extensive know edge of Gty organi zation and the functions of
the various departments. Normal work routine is handl ed i ndependently and usual |l y
wi thout review

Exanples of Duties : Perforns a variety of public relations assignments; interviews
and directs office callers and exerci ses considerabl e di scretion and i ndependent
judgrent in answering callers' questions; clips, indexes, and files newspaper

itens of interest to the office; reviews and routes correspondence;

Takes and transcribes dictation; answers correspondence on own initiative from
verbal instructions or penciled notations; nakes exhaustive searches of records
and files and applies appropriate information to each case; acts as secretary to
the Mayor's assistants or council manic staff; nay exerci se supervision over other
office clerical personnel; and may be assigned to other duties for training

pur poses or to meet technol ogi cal changes or emergencies.

Qualifications : A good know edge of office, «clerical and record keeping practices
and procedures; a good know edge of grammatical usage and punctuation for business
correspondence, together with a good vocabul ary; a good know edge of the Gty
governnent and the functions of Cty departments; a good know edge of the
functions and services of other governmental and public agencies in the
nmetropolitan area; a good know edge of the principles of supervision;, a good

know edge of safety principles and practices; a working know edge of the | aws and
regul ations related to equal enployment opportunity and affirmative action; a
general know edge of Gty personnel rules, policies and procedures; a genera

know edge of menoranda of understandi ng as they apply to subordi nate personnel

the ability to take dictation with at |east 90% accuracy at the rate of at |east
90 words per mnute; the ability to deal tactfully and effectively with public
officials, Gty enployees, and the public;the ability to conpose letters; the
ability to obtain and give accurate information; and the ability to understand
instructions and organi ze and conpl ete assigned tasks without close supervision.

Two years of experience as a Senior derk Stenographer or in a class which is at
| east at that |evel and whi ch provides experience in stenographic office clerical
work is required for Admnistrative Secretary.



Physical Requirenents : Strength to performaverage lifting up to 5 pounds and
occasi onal |y over 15 pounds; good speaking and hearing ability; and good eyesight.
Persons wi th handi caps may be capabl e of performng the duties of some of the
postions in this class. Such determ nati on nust be nade by the nedi cal exam ner on
an individual basis.

As provide in Gvil Service Rule 2.5 and Section 4.55 of the Adm nistrative
Code, this specification is descriptive, explanatory and not restrictive.

It is not intended to declare what the duties and responsibilities of any
postion shall be.



