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SECRETARY, 1116
SENI OR CLERK STENOGRAPHER, 1323

Sumary of Duties : Performs difficult clerical work of a responsible nature
requi ring the use of independent judgment and a good know edge of the functions of
the organi zational unit in which the position is |ocated; nmay performsecretaria
duties for the head of a division or large section; may take and transcribe
dictation as an essential duty; may supervise clerical enployees; and does rel ated
wor K.

D stingui shing Features : Enpl oyees of these classes have regular contact with the
public and ot her enpl oyees under circunstances requiring a thorough know edge of
departnental and Gtyw de activities, policies, procedures, and sources of
information. The work of these enployees is assigned in general terns and revi ened
for results attained.

A Secretary differs froma Senior derk Stenographer in that the latter perforns
general office clerical work, including taking and transcribing dictation, but does
not generally performsecretarial duties for the head of a division or |arge
section. Additionally, a Senior derk Stenographer will generally supervise a group
of clerical enployees while a Secretary will not normally be assigned to supervise
ot hers

Exanples of Duties : Secretary: Serves as secretary to the head of a division or

| arge section; perforns receptionist duties; interprets general policies concerning
the type of informati on which may be given; furnishes callers with information about
departnental functions, procedures and activities; maintains appoi ntment cal endar
and arranges for appoi ntrrents and neetings; may take and transcribe dictation of
letters, reports and nenoranda, some of which may be confidential; takes m nutes of
nmeet i ngs and conf erences; conposes routine correspondence; may sign routine forns
and correspondence for supervisor; reads and routes incom ng correspondence; follows
up on assignments nade to enpl oyees of the division and advi ses supervisor of
actions taken; maintains files of records and reports; searches for special

i nformati on; conposes and types letters, reports and correspondence; may establish
tracki ng systens for work prograns;

In addition to the above secretarial duties, nay coordi nate or oversee the work of
other clerical enployees; may assist in the training of other clerical enployees;
may coordinate work and tinme schedul es to assure that work is done expeditiously and
that established time schedul es are net; may coordinate vacations and time off,

subj ect to approval of supervisor; nay proofread and review the quality of work done
by others; may operate work processing text editing equi pment, renote data entry and
recall systemor other devices with a standard typewiter keyboard and may use such
equi pnent to create, archive, and mai ntain docunents and files;

Senior derk Stenographer : Perfornms difficult
clerical work of a responsible nature requiring frequent exercise of independent
judgrent; takes and transcribes dictation of letters, reports, articles, speeches,




and nenoranda; furnishes information regardi ng functions, procedures, and policies
of the departnment, the status of projects, and | egal provisions and requirenents;
gathers information froma variety of sources including conputer printouts;

summari zes and interprets data when required and prepares reports; establishes
filing classifications; nakes exhaustive file searches for information not readily
avai |l abl e; updates files and organizes files for record retention storage; operates
of fi ce machi nes and equi prrent incl uding word processing text editing equi pnent,
remote data entry and recall systemor other devices; perforns necessary arithnetic
cal cul ations; supervises, evaluates, trains, and works with a small group of
clerical enployees engaged in such work as preparing and mai ntaini ng payroll and
personnel records and reports, preparing | abor and material cost distributions, and
mai ntai ni ng conplicated filing systens; reads incom ng correspondence, answers
inquiries that do not require the attention of supervisors, and refers other

communi cations to the proper person; determ nes the purpose of visitors' calls and
makes appoi ntments with a supervisor or directs callers to other enpl oyees or

of fices; makes tel ephone calls to arrange for nmeetings and to obtain information
needed by the supervisor; and nay maintain inventory of office supplies and
super vi ses st ockroom

Bot h cl asses may occasionally be assigned to other duties for training purposes or
to neet technol ogi cal changes or energencies.

Qualifications : A good know edge of nodern office practices including filing,

i ndexi ng and cross referenci ng nethods; a good know edge of correct punctuation
spel l'ing, grammatical usage and vocabul ary for business correspondence; a good

know edge of the functions of Gty departnents, activities, policies, and
procedures, and sources of information; a good know edge of safety principles and
practices; a working know edge of the laws and regul ations related to equa

enpl oynent opportunity and affirmative action; a working know edge of commonly used
of fi ce machi nes and equi pment, together with sonme skill in their operation; a
general know edge of the operation of word processing text editing equi pnent and
renmote data entry and recall systens; a general know edge of the Gty Charter

Adm ni strative Code, Gty personnel rules, policies and procedures; ability to learn
rapidly, to apply specific |laws, ordi nances, office policies, regulations, and
procedures and to explain these to other enpl oyees and the public; a general

know edge of menoranda of understandi ng as they apply to subordi nate personnel
ability to deal tactfully and effectively with the public and other Gty enpl oyees;
ability to performconplex clerical work and to make arithmretical conputations;
ability to conpose routine business letters and office reports; ability to make
difficult file searches and secure information; and initiative in organizing work
and conpl eting assigned tasks.

Ability to type at a speed and | evel of accuracy within acceptable Gty standards is
required. Ability to take and transcribe dictation is required for Senior derk
St enogr apher, and nmay be required for Secretary.

(ne year of full-time paid office clerical experience at the level of derk Typist
is required for Secretary. One year of full-time paid experience as a Qerk
St enographer is required for Senior derk Stenographer

License: Awvalid California driver's |license may be required



Physical Requirenents : Strength to performaverage lifting of |ess than 5 pounds
and occasional ly over 15 pounds; good speaki ng and hearing ability; and good
eyesi ght .

Persons with medical limtations may, with reasonabl e accomodati ons, be capabl e of
performng the duties of some of the positions in these classes. Such determ nation
must be nade on an individual basis in light of the person's limtations, the

requi renents of the position, and the appointing authority's ability to effect
reasonabl e accomrodations to the person's limtations.

As provided in Gvil Service Conmission Rule 2.5 and Section 4.55 of the
Adm ni strative Code, this specification is descriptive, explanatory and not
restrictive. It is not intended to declare what all of the duties and
responsibilities of any position shall be.



