JOB POSTING
COUNTY OF WARRICK, INDIANA

POSITION:			SECRETARY
DEPARTMENT:		Auditor
WORK SCHEDULE:		8:00 A.M. – 4:00 P.M., Monday – Friday
JOB CATEGORY:		COMOT (Clerical, Office Machine Operation, Technician)
STATUS:			Full-Time
FLSA STATUS:		Non-Exempt

The following essential job functions comprise a summary of job duties, requirements, and responsibilities contained in the job description prepared for this position.  The job description will serve as the primary document in the selection and hiring process; and constitutes the context for incumbent job performance and evaluation.   To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

ESSENTIAL FUNCTIONS:
· Provides clerical services for County Council and Board of Commission meetings, transcribing, preparing, printing, copying, posting, and distributing agendas, minutes, resolutions, and ordinances, and maintaining organized files or related documents and meeting tapes
· Answers telephone and greets office visitors, providing information and assistance, researching and copying records as requested, taking messages and scheduling appointments
· Types, copies and files a variety of documents as requested or as assigned, such as correspondence, memos, notices, reports and legal ads for additional appropriations.  Maintains files for Planning Commission
· Posts and publishes notices of special meetings/hearings
· Performs related duties as assigned

REQUIREMENTS:
· High school diploma
· College preferred or equivalent work experience
· Working knowledge of standard office policies and practices and the ability to apply such knowledge to a variety of interrelated processes, tasks, and operations
· Proficient in Work, Excel and Windows
· Ability to type with speed and accuracy and properly operate a variety of standard office equipment, including computer, printer, telephone, typewriter, transcriber, fax machine, postage meter, and copier
· Working knowledge of English grammar, spelling, punctuation, and ability to prepare correspondence and reports
· Ability to work rapidly for long periods, work on several tasks at the same time and complete assignments effectively amidst frequent distractions and interruptions
· [bookmark: _GoBack]Ability to understand and follow oral and written instructions, and work alone and with others in a team environment, often times under pressure
· Ability to effectively communicate orally and in writing with co-workers, other County departments, County Council, County Commissioners, and the public, including being sensitive to professional ethics, gender, cultural diversities and disabilities
· Ability to occasionally work extended hours
