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Classification Specification
	

	
	4206100

	
	DIVISION SECRETARY



Class Summary
The responsibilities of this classification include performing a variety of responsible administrative support and secretarial duties for an exempt Division Chief for the King County Department of Public Safety.  These positions are not exempt from Civil Service.
Distinguishing Characteristics

This is a single-level classification and is distinguished from the Confidential Secretary classification series by its Civil Service status and its responsibility for performing secretarial and administrative duties for a Division Chief in the Department of the Public Safety.  Incumbents in this classification are delegated authority to independently handle many daily administrative duties for the chief and occasionally for other command staff as well.  Incumbents must maintain knowledge of the division’s operations; keep the chief apprised of current and potential issues and problems; and maintain the confidentiality of sensitive, legal and controversial communications to which they are exposed.
Examples of Duties (May vary by position) 

1. Receive, review and determine distribution of all incoming correspondence for the Division Chief.  Prepare replies to routine letters and memos.  Route memos and letters to command staff, as appropriate.  Ensure timely responses through the maintenance of a tracking system.

2. Convey the chief’s directions and instructions to staff.  Furnish explanations, when necessary.  Advise command staff of the chief’s preferences and requirements.

3. Maintain the chief’s schedule.  Set schedule priorities and resolve appointment conflicts.

4. Answer the chief’s incoming telephone calls.  Respond and generate responses to questions, take messages, route and screen calls, as appropriate.

5. Develop policies and procedures governing the processing of paperwork and the development and structuring of correspondence. Ensure division-wide compliance with those policies and procedures.  Type, edit and proofread correspondence drafted by the chief or his/her designee.

6. Perform special projects, as requested.  Gather, organize and prepare data for inclusion in reports.  Present information in convenient form to aid the chief in accomplishing work or making decisions.

7. Organize, update and maintain the chief’s files.

8. May participate in the division’s budget preparation by gathering, organizing and typing information.

9. Receive and resolve internal problems referred to the chief or division within assigned scope of authority.

10. May supervise or act as the lead to other clerical staff in the division.

11. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of office management theories and practices
Knowledge of standard office equipment, such as computers, copiers, fax machines and multi-line telephones
Knowledge of record keeping and tracking systems
Knowledge of police department operations, protocol, policies and procedures
Knowledge of the division’s functions, goals, major projects, policies and procedures governing the work performed
Knowledge of filing and tracking systems and the skill to maintain them
Knowledge of proper English usage, punctuation, grammar and sentence structure
Knowledge of County and Department of Public Safety correspondence standards
Skills in organization, analysis and problem solving
Skill in communicating with others, using courtesy, tact and good judgment
Skill in maintaining the confidentiality of all sensitive communications
Skill in understanding and executing complex oral and written instructions
Skill in working independently on assigned tasks with minimal or no guidance
Skill in establishing and maintaining effective working relationships with co-workers, public and private sector officials and the public
Skill in customer service, using discretion, patience, etiquette and professionalism in-person and over the telephone
Skill in work-load prioritization with the ability to adapt to changes in work-load demands and priorities
Skill in taking initiative in work assignments and following through on work assignments
Skill in delegating work assignments to appropriate staff member
Licensing/Certification Requirements
License as a notary public is required for some assignments
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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