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Administrative Secretary Series

I.   ADMINISTRATIVE SECRETARY SERIES:

Administrative Secretary I

Administrative Secretary II

II. SUMMARY OF SERIES:

Incumbents of positions in this series perform and/or coordinate secretarial and clerical activities for an agency executive or manager; receive and screen visitors and telephone calls; take dictation, including that of a confidential nature and type dictated material; compose and/or prepare correspondence; maintain files and records; and perform related work as required.

The basic purpose of this work is to provide secretarial support to an agency executive or manager.

III. ORGANIZATIONAL LEVELS:

Administrative Secretary I is the entry-level clerical job in this series.

Administrative Secretary II is the second-level clerical job in this series.

IV. EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.   Performs and/or coordinates secretarial and clerical activities for an agency executive or manager such as opening and routing daily correspondence and scheduling and/or apprising the executive of appointments.

2.   Receives and screens visitors and telephone calls; answers and/or refers inquiries to appropriate parties for action.

3.   Takes dictation, including that of a confidential nature, using a system of rapid or abbreviated communication (i.e.; shorthand, stenotyping, or speedwriting) and types dictated material.

4.   Composes and/or prepares correspondence, reports and/or memoranda for signature of executive according to standard procedure.

5.   Maintains files and records such as correspondence files, tickler files, confidential records, telephone call logs, etc.

6.   Performs related duties such as scheduling meetings, placing telephone calls and making travel arrangements for superior.

V. DIFFERENCES BETWEEN LEVELS IN SERIES:

Administrative Secretary II:

Incumbents of positions at this level also:

Perform and/or coordinate secretarial and clerical activities for the head of an agency, for the head of a major division of a large state agency, for one or more boards or for a commission.

VI. RELATIONSHIPS WITH OTHERS:

Major work contacts are with agency staff, personnel from other agencies and the general public.

VII. SUPERVISION RECEIVED:

Administrative Secretary I:

Incumbents of positions at this level receive general supervision from an agency executive or other employee of higher grade who provide policy and procedural guidance, assigns work and reviews performance through conferences and reports for completeness and accuracy and compliance with standard policies and procedures.

Administrative Secretary II:

Incumbents of positions at this level receive general supervision from agency head or other employee of higher grade who provide policy guidance, assigns work and reviews performance through conferences and reports for compliance with policies and procedures.

VIII. SUPERVISION EXERCISED:

Administrative Secretary I:

Incumbents of positions at this level may exercise functional supervision (i.e., over certain but not all work activities, or over some or all work activities on a temporary basis) over 1-5 clerical personnel.

Administrative Secretary II:

Incumbents of positions at this level may exercise functional (i.e., over certain but not all work activities, or over some activities on a temporary basis) over 1-5 clerical personnel.

IX. WORKING CONDITIONS:

Administrative secretaries work in a typical office environment with no unusual working conditions.

X. QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.   Knowledge of clerical office practices and procedures including office record keeping office correspondence control, types and uses of office equipment and supplies, business letter and report preparation, etc. 

2.   Knowledge of a system of rapid or abbreviated communication such as shorthand, stenotyping or speedwriting.

3.   Knowledge of business English including spelling, word meaning and word usage.

4.   Knowledge of the standard office practices relative to handling incoming mail.

5.   Knowledge of the types and applications of standard office filing systems.

6.   Skill in taking accurate dictation at a minimum rate of 40 words per minute.

7.   Skill in transcribing dictated material with speed and accuracy.

8.   Skill in typing at a minimum rate of 30 mailable words per minute.

9.   Ability to understand, explain and apply the laws, rules, regulations, policies and procedures governing assigned unit activities.

10. Ability to exercise discretion in handling confidential information.

11. Ability to follow oral and written instructions.

12. Ability to deal tactfully with others.

13. Ability to use proper English grammar, punctuation and spelling.

14. Ability to gather information by examining records and documents.

15. Ability to gather information through questioning individuals.

16. Ability to communicate effectively in oral expression.

17. Ability to work accurately with names, numbers, codes and/or symbols.

18. Ability to file material in accordance with standard filing procedures.

19. Ability to maintain accurate records.

20. Ability to establish and maintain harmonious working relationships with others.

Based on assignment, the following additional qualifications may be required at hire:

1.   Ability to lead a group of workers.

XI. QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.   Knowledge of the laws, rules, regulations, policies and procedures governing assigned unit activities.

2.   Knowledge of the types and uses of agency forms.

3.   Knowledge of the proper telephone procedures for making and receiving agency calls.

XII. MINIMUM ENTRANCE REQUIREMENTS:

Applicants must have at least (A) four years of full-time, or equivalent part-time, experience in office work, or (B) any equivalent combination of the required experience and the substitutions below.

Substitutions:

I. A diploma as evidence of graduation from the business or commercial course of a recognized high school or vocational/technical high school may be substituted for a maximum of one year of the required experience.*

II. A diploma as evidence of graduation from a course other than the commercial or business course of a recognized high school or vocational/technical high school or possession of a Massachusetts high school equivalency certificate may be substituted for a maximum of eight months of the required experience.*

III. A diploma for completion of a one-year, full-time, or equivalent part-time, program in a recognized non-degree granting business or secretarial school above the high school level may be substituted for a maximum of one year of the required experience.*

IV. An Associate’s or higher degree may be substituted for a maximum of two years of the required experience.*

*Education toward such a degree or diploma will be prorated on the basis of the proportion of the requirements actually completed.

NOTE: Educational substitutions will only be permitted for a maximum of two years of the required experience.

Administrative Secretary II:

Applicants must have at least (A) five years of full-time, or equivalent part-time, experience in office work, or (B) any equivalent combination of the required experience and the substitutions below.

Substitutions:

I. A diploma as evidence of graduation from the business or commercial course of a recognized high school or vocational/technical high school may be substituted for a maximum of one year of the required experience.*

II. A diploma as evidence of graduation from a course other than the commercial or business course of a recognized high school or vocational/technical high school or possession of a Massachusetts high school equivalency certificate may be substituted for a maximum of eight months of the required experience.*

III. A diploma for completion of a one year, full-time, or equivalent part-time, program in a recognized, non-degree granting business secretarial school above the high school level may be substituted for a maximum of one year of the required experience.*

IV. An Associates or higher degree may be substituted for a maximum of two years of the required experience.*

*Education toward such a degree or diploma will be prorated on the basis of the proportion of the requirements actually completed.

NOTE: Educational substitutions will only be permitted for a maximum of two years of the required experience.

XIII. SPECIAL REQUIREMENTS:

None.
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