SECRETARY
604

DEPARTMENT: Community Services/Extenson
DEFINITION OF WORK:
Performs responsibe and complex seaetarid work.

Work involves the performance of difficult secretarial and clerical duties which involve independent judgment
based onk nowledgegainedt hrough experience. Provides secret arial and administrativesupportfor adepartment
or administrative officer. Work problemsinvolving departures from established rules and policiesare reviewed
with supervisor for find decison but, within general instructions, enployees devd op their own proceduresand
carry work through to completion.

Work is performed under the gereral supervision of a depatment or unit director.
ESSENTIAL FUNCTIONS OF THE JOB:

Providesclericd support to the 4-H Program including: maintenance of all 4-H enrollment records; maintains
acalendar of 4-H events at the local, district, and State level; preparesand distributes morthly 4-H newdetters
to appropriateclientele; maintains accurate 4-H mailing lists; asssts inall aspects of promotion, registration, and
logistical planning for the annual Junior 4-H Summer Canp; assigsthe 4-H agent in maintainng at all timesan
adequate supply of 4-H publications and materias; prepares as requested al monthly and annual County and
State reports on the 4-H program; in the absence of the 4-H agent, keeps staff and volunteers informed of
impending 4-H programs, program needs and deadlines; maintainsall 4-H files in an orderly manner.

Managesthe James City County (JCC) portion of the Extension annual budget on adaily basis, reconcilesFMS
Reports mont hly; reportsto the Unit Coordinator weekly.

Provides clerica and logistical support to the JCC Master Gardener Volunteer Program including office's of
the JCC Master Gardener Association in matters relating to the annua Volunteer Training Program and
Managemert activities necessary for the efficient function of the JCC Master Gardener Association including
management of Master Gardener mailing lists, calendar of plamed events, registration formsand fees and other
requiremerts as they may ari<e.

Providesasd 2anceto Master Gardener Volunteersinatimely, efficient manner. Includesassistanceto staff and
volurteers in maintaining adequate Extenson publications and supplies @ dl times, maintaining the main
horticultural information files in an orderly manner, ordering audio-visua materials from Virginia Tech and
accur ate, timely communications with the Office of Consumer Horticulture at Virginia Tech.

Respongble for scheduling the use of the EOC Building by dl interested parties. Maintainsarecord of useand
ensures that all users understand regulations regarding building use.

Servesasamember of the JCC Extenson Leader ship Council.
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Repliesin person, by telephone, or by correspondence to inquiries fromvigtors and callers ascertainsnature
of the inquiry and provides information on departmental policies and procedures, programs, or Services
provided. May refer more difficult inquiries to the appropriate person.

Prepares and send correspondence and form letter s on generd matters with limited supervision.

Receives and distributes mail; schedules appointments and meetings, makes travel arrangements and
arrangements for meetings.

ADDITIONAL EXAMPLES OF WORK PERFORMED:

May drive County vehicle to other County facilitiesto deliver or pick up information.
JOB LOCATION AND EQUIPMENT OPERATED:

Duties are paformed in an office environment.

Operates computer keyboard, telephone, typewriter and copy machine.
REQUIRED KNOWLEDGE, SKILLSAND ABILITIES:

Considerable knowledge of office practices and procedures.

Consgderable knowledge of dataentry and computer oper ations and of aut omated recordkeeping using personal
computers.

Consider able knowledge of correct business English, spelling, and punctuation.

Ability to learn the policies, procedures, and services of the department to which assgned.

Ahbility to maintain complex records, to assemble and organi ze data and to prepare reports from such records.
Ability to deal with other employees and the gereral public in an efective and courteous mamer.

Ability to type accurately and rapidly and to compose effective and accurate correspondence.

MINIMUM QUALIFICATIONS:

Graduationfromhigh school or equivalent, including or supplemented by cour sework in secretaria scienceand

condderable experience inresponsible searetarial work; or any equivalent combination of accepted education
and experience providing the knowledge, alilities, and skillscited above.
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