
CITY OF REDWOOD CITY 

SECRETARY
DEFINITION

To perform a wide variety of complex and difficult clerical and secretarial duties for a major division or office.
SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from professional or management personnel, or a higher level clerical position.  Functional or technical supervision may be provided by technical, professional, management or higher level clerical personnel.
May exercise direct or indirect supervision over lower level clerical positions.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
Type and proofread a wide variety of reports, letters, memos and statistical charts, typing from rough draft or transcribing machine recordings; may take and transcribe dictation.
Independently compose correspondence related to responsibilities assigned.

Screen office and telephone callers, respond to complaints and requests for information on regulations, procedures, systems and precedents relating to responsibilities assigned.

Receive and route mail.

Work with several other departments insuring the timely processing of permits, applications, or other items.

Maintain and recommend improvements in complex technical filing systems.

Operate division radio; contact appropriate staff in an emergency.

Research, compile and analyze data for special projects; collect and assemble data and background materials for a variety of reports.

Plan and assign the work of clerical personnel in the performance of one or more important department functions or independently perform all of the clerical work of the department function; review work upon completion for conformance to department requirements.

May supervise and train subordinates.

Perform a variety of confidential responsibilities, tasks and duties.

Perform general clerical work including filing, scheduling, appointments, and processing personnel, payroll and purchasing information.

Requisition or purchase office supplies.

Operate a word processor.

QUALIFICATIONS

Knowledge of:

Operations and procedures of the City office or department to which assigned.
Principles of supervision and training.

English usage, spelling, grammar and punctuation.

Office procedures, methods and equipment.

Record keeping principles and procedures.

Ability to:

Perform responsible and difficult secretarial work involving the use of independent judgment.
Type at a speed necessary for adequate job performance.

Operation of a word processor may be required.

Taking dictation at a speed necessary for adequate job performance may be required.

Understand the organization and operation of the City and of outside agencies as necessary to assume assigned responsibilities.

Plan and assign work and train other clerical employees.

Communicate effectively, both orally and in writing.

Establish and maintain effective work relationships with those contacted in the performance of required duties.

Physical Characteristics:
Must be in sufficiently good health to perform job duties.

Experience and Education:

Any combination of experience and education that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:
Four years of increasingly responsible clerical experience, including one year comparable to that of an Administrative Clerk III in the City of Redwood City.
Education:

Equivalent to the completion of the twelfth grade, including or supplemented by specialized clerical courses.
License or Certificate: 

Possession of, or ability to obtain, an appropriate, valid California Driver’s License.
Special Requirements: 

Bilingual ability may be required.

Effective Date:  February, 1985
Bargaining Group:  Service Employees’ International Union - Local 715
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