NORTH ALGONA WILBERFORCE TOWNSHIP

JOB DESCRIPTION

JOB TITLE:
Administrative Secretary

DEPARTMENT        Administration

DIRECTLY RESPONSIBLE TO:       Clerk Treasurer

POSITION SUMMARY:

Under the direction of the Clerk Treasurer this position is responsible for answering all incoming calls, and routine clerical, secretarial work for the Administration and Roads Departments.

MAJOR RESPONSIBILITIES:

As directed by the Clerk Treasurer:

.
first line telephone reception for Administration and Roads Departments

.
opens mail and directs to Clerk Treasurer with the exception of confidential mailings

.
balances Petty Cash fund

.
to assist in the conducting of Municipal and School Elections

.
to establish and manage block index filing i.e. federal, provincial, county, and municipal and


alphabetical cross index system of same

.
to complete a monthly inventory list of office supplies, forms and documents and to submit a 


completed supply order to the Clerk Treasurer

.
to assist in establishing and maintaining all rentals for Park Cottage and Community Centre

.
to assist in preparing and typing government reports and grant applications, as required

.
to assist with the review of all matters of business before being placed on the Agenda of Meetings and to finally prepare and type agendas for these Meetings

.
to type Minutes of Meetings in accordance with the Municipal Act, as directed

.
to assist with preparing and issuing Lottery Licenses

.
general office and secretarial duties for Administration and Roads Department

The foregoing description reflects the general duties necessary to describe the principal functions of the job identified and shall not be construed to be all of the work requirements that may be inherent in this classification.

HUMAN RESOURCES:

Not responsible for the supervision of employees.

MATERIAL RESOURCES:

.
uses a variety of office equipment such as computer, photocopier, typewriter, calculator and 


proper maintenance of this equipment
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   Administrative Secretary

SKILL AND EFFORT:


Knowledge:


.
high school graduate plus post-secondary education in secretarial studies or equivalent 



combination of education and experience


.
previous experience in municipal office is considered an asset


.
excellent oral and written communications skills

.
excellent interpersonal skills


.
computer skills 

Physical Skill & Effort:


.
no special physical skills are required


Decision Making & Judgement:


.
work is performed under the general direction of the Clerk-Treasurer

SKILL AND EFFORT:


Interpersonal Contacts:


Internal -


.
Reeve and Council


.
Clerk-Treasurer


.
Deputy Clerk Treasurer

.
Municipal Staff


External -


.
Lawyers


.
General Public


.
Financial Institutions


.
Neighbouring Municipal Clerks and Staff


.
Provincial Ministries


.
County Staff

WORKING CONDITIONS:


Environment -


.
works in a clean office environment

______________________________



____________________________

                Supervisor






        Employee

Date Prepared:
October 10, 2000

