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POSITION DESCRIPTION
Multi-County Juvenile Attention System

	WORKING  TITLE:

STATE CLASS TITLE:
	Secretary




	POSITON CONTROL NO.

FLSA STATUS
	Non-Exempt
	EMPLOYMENT   STATUS

REPORTS TO
	Full-time

Assigned Administrator

	EXEMPTION TYPE
	N/A
	SUPERVISOR’S PCN
	

	CIVIL SERVICE STATUS
	Classified
	FACILITY
	Assigned Center


DISTINGUISHING JOB CHARACTERISTICS

Provides administrative, secretarial, and clerical support, for assigned administrator. 
 


ESSENTIAL DUTIES AND RESPONSIBILITIES

To perform this job successfully, an individual must be able to satisfactorily perform each essential duty listed below. Reasonable accommodations will be made for disabled persons, covered by the Americans With Disabilities Act, in accordance with its requirements.

      90% Performs a variety of secretarial, administrative, and supportive tasks, related to the administration and operation of the assigned facility and its administrator.       

Types purchase orders, requisitions, forms, records, pay vouchers, expense forms, directed correspondence and all other documents as required of the administrator.  
Proofreads all typed documents and makes necessary corrections.  

Files and retrieves reports, records, correspondence, and other documents.

Compiles and enters youths’ admission and release data into computer system.  Maintains youths’ records, prepares monthly occupancy, and other reports. 

Opens, processes, and distributes mail.  Prepares outgoing mail, and tracks postage use.

Copies, faxes, and distributes records, reports, forms and other documents in accordance with prescribed procedures and processes.

Processes and submits invoices to Central Office for payment.
Evaluates and recommends office procedure(s) for administrator consideration. 
Assists with special projects, as assigned. 
Other duties as assigned. 

OTHER DUTIES AND RESPONSIBILITIES
      10%      Assists with audit(s) preparation.
         Assists with completing the Milk Fund.
SCOPE OF SUPERVISION

None.
EQUIPMENT OPERATED
Computer; printer; adding machine; typewriter; copier; telephone, fax machine; and other general office equipment.

CONTACTS WITH OTHERS
Administrative staff members; youth and family members; general public; and MCJAS employees.
CONFIDENTIAL DATA

Maintains confidentiality of sensitive information according to all federal sate, and county laws, rules and regulations: as well as uphold confidentiality as required by MCJAS System Directives.
WORKING CONDITIONS
This position is subject to varying and unpredictable situations; is subject to many interruptions; may handle multiple calls and inquiries simultaneously; and may occasionally handle absentee replacement on short notice. This position may work in an open setting; secured treatment; or detention facility for troubled youths with negative, destructive and violent behaviors.
USUAL PHYSICAL DEMANDS
The following physical demands are typically exhibited by position incumbents performing this job’s essential duties and responsibilities.  These physical demands are not, and should not be construed to be job qualification standards, but are illustrated to help the employer, employee and/or applicant identify tasks where reasonable accommodations may need to be made when an otherwise qualified person is unable to perform the job’s essential duties because of an ADA disability.

While performing duties of this job, the employee regularly exhibits digital dexterity when performing typing and other tasks. The employee frequently sits for extended periods of time, and occasionally stands and walks. Employee converses verbally with others in person and by telephone. Vision demands include close, relatively detailed vision when typing and using a computer screen. At times, the employee may need to perform light physical labor and situationally may need to assist with the physical intervention of a youth. 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: standard office practices and procedures; secretarial science; English usage, grammar, spelling, composition and punctuation; public relations; computer operations; business etiquette.

Ability to: communicate effectively in person and on the telephone; collect data and organize information accurately; promote a positive and supportive work atmosphere; maintain effective working relationships with associates, and general public; work independently and as a member of a team; organize and cross-reference documents in alphabetical, numerical and subject order; learn and operate computer systems and programs;  evaluate information and make general decisions requiring the use of some judgement within a familiar context.

Skill in: taking and transcribing meeting notes; operation of standard office equipment; production typing [60 wpm]; 

QUALIFICATIONS
An appropriate combination of education, training, course work and experience may qualify an applicant to demonstrate required knowledge, skills, and abilities. An example of acceptable qualifications: High School Degree, GED or applicable experience with skills in typing and general administration. 
Ability to document identity and employment eligibility within (3) days of original appointment as a condition of employment in compliance with Immigration Reform and Control Act requirements.

LICENSURE OR CERTIFICATION REQUIREMENTS

Valid State Motor Vehicle Operator’s License
This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the employee filling this position, who will be required to follow  instructions and perform any duties required by the employee's supervisor or designee.

MANAGEMENT APPROVAL

_________________________________________________
___/____/____




               Superintendent

 
       
           Date

EMPLOYEE UNDERSTANDING AND AGREEMENT

I understand, and will effectively perform, the duties & requirements specified in this job description.

_________________________________________________
___/____/____




               Employee


   
       
           Date
