SENIOR SECRETARY 

JOB ANNOUNCEMENT

Classification:   Non-Exempt
Nature of Work:


Under the supervision of the executive director, assistant director, department head or other senior level person, the Senior Secretary is responsible for complex secretarial work involving the performance of office management and secretarial duties. An emphasis will be placed on relieving the senior staff of operational details.


Responsibilities performed on a daily and /or weekly basis include:

· Performing total secretarial and clerical duties of an administrative officer or major department;

· Coordinating and planning meetings and meeting facilities;

· Preparing meeting agendas and materials;

· Taking, preparing and distributing of minutes;

· Maintaining current mailing lists;

· Transcribing material for senior level staff;

· Maintaining incoming cash log;

· Composing responses for routine correspondence;

· Receiving visitors, answering phone, representing senior staff and office in giving information;

· Working with senior level staff in updating office policies, bylaws, etc.;

· Maintaining appropriate image of senior staff and office contacts with local officials, staff and general public; 

· Updating and maintaining printed statistical data, which may include the Meramec Fact Book and MRPC’s Web Site.

· Coordinating meetings and conferences.

 
Responsibilities performed on a monthly basis include:

· Representing the agency in attending statistical data training sessions;

· Assisting in the preparation of forms and reports;

· Assisting in the preparation and administration of applications and grants; 

· Coordinating the procurement and purchase of supplies and equipment for programs; and

· Performance of any other task assigned.


This job description is a general description of essential job functions. It is not intended as an employment contract, nor is it intended to describe all duties someone in this position may perform. All employees of the Meramec Regional Planning Commission are expected to perform tasks as assigned by supervisory/management personnel, regardless of job title or routine job duties.

Qualifications:


Graduation from high school or G.E.D., plus specialized training in office skills or some college level academic work and four years progressively responsible secretarial and office experience.  Must type with accuracy at a speed of not less than 50 words per minute and must be familiar with word processing equipment.  


Must have personal maturity, a strong sense of responsibility, discretion, and ability to produce effectively in pressure situations.  Must have a cheerful, positive attitude and possess the ability to relate well with co-workers, commissioners, general public, and the desire to work in a team atmosphere.

Physical Requirements


Constant use of hands and arms to type and write in order to complete necessary paperwork and update forms and files. May be requested to lift boxes not to exceed twenty-five pounds and carry stacks from one location to another. Must be able to sit long periods of time. Must be able to converse directly and by phone with customers.

Salary
The salary range for this position is $22,473 to $28,092 per year.

Internal and External Application Information
Applicant should submit a resume to Meramec Regional Planning Commission, 4 Industrial Drive, St. James, MO 65559. Attn: Bonnie Prigge. Position is open until filled. EOE/AA.
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