
City of Carson
Class Specification

City Council Reso. No: 08-065
Bargaining Unit: AFSCrvIE/ACE
FLSA: Non-Exempt

DIVISION SECRETARY

Job Summary:
Under general supervision and in accordance with established procedures, incumbents serve as
secretarial support to a Division and/or assigned Commissions. May provide clerical support in the
preparation of commission agendas and related materials; attend meetings as needed; distribute agenda
packets; complete dispositions and meeting minutes. Provide general clerical support to a Division
Manager or equivalent level position.

Essential Duties and Responsibilities:
(These functions are representative and may not be present in all positions in the class. Management
reserves the right to add, modify, change or rescind duties and work assignments.)

1. Prepares and dictributco agenda items and minutes.
2. Preparco, dictdbutoo and lags related materials and meeting dispositions.
2. Tmunccribos tape recorded committoo, commission and/or board mooting minutes: may take not::

during mcctings. May serve as secretarial support to a board or commission; prepare the
agenda and assemble background materials; transcribes minutes of the meetings, and
perform related support services

.
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3.1. rroasccc forms, report, legal documoØ, mid other materials in aooordanfl it legal—and
peedeca%equiemen1s-(l4eep4Ns-senten6e)

4,5,-Pceeesses—forms, reports, logaI—documen1s7-and--e1ec--ma4erials—1n—-aecerdance—wi1h—lega4—an4
prcccdural rcquiramcnts. Files and maintains a variety of records, forms and correspondence,
including personnel-related files. May develop alphabetical, numerical, cbcenological-oeether
recordkeeping-systerns-inelu4ing--retenUon schedule(s) foedocumonft.

56.,—Ceckc reports, records, and other data for accuracy, completeness, and compliance with
established regulations.

6. Pro’.’idcc information to the public and staff regarding office operations, policies, and procedures.
Assists the public and City Staffrin-peisenanden4le4elephene-by-answering-questions-and
as required which includes makinging referrals to appropriate staff. Serves—as—a—resource
regar4ing-DepaaneM/Divisiowprograms4nd-pr008dures1

7. lndcpondcnfly prcparoc come correspondence. Order and maintain office equipment and
supplies as required.j—ecder—statienaryrbusinocc cards and supplies for Division Manager
and cupport ctaff as required

8. Mainbinc records and operates filing cyctcm.
9. Handles complaints or rotors to proper authority.
3OlepS-iflfem3ati6Wefi€effip11teF—-te4ffiinCl and 1€ proficient in Microsoft Office Sufto

(WerW&cei/PeePo4ntfand-other-ntated-seftwaN.
3410 Operates a variety of office machines.
12 t”,- varfr’fv of ‘orr’ondnnce. memnran’4a. rhndard nffl farme reports and othr ma’eHal.

(ep-*is—ec1udi—sete,nc.e} Types- :rd r’-”-- : wk!c t-aciety—of-repc4a,--Pt.zz.:.J
Actien-onns—(PASfr4efters-and—memesj—pe.-frem-reugli-4raf-vecbal-4ncfructionc or
trmiscr4b4ng—maehine—feeoc4ingsindopondcntJy compose—senespendenco related to
assigned-responolbilibes.

13.11. Screens visitors, telephone calls and mail.
1’1.12. Maintains database for at incoming correcpondonoe and documants.
4&13. Processes pur±pco erdcr and requisitions and receiving reports for supplies, services and

equipment into required ER!’ system to ensure payment rernittance.Tyo-V2enb
4&14. Maintains supervisor’s caendar, schedules appointments. an4—ma4ces—--tca4&---aM——hete

arangomonts (kep-Us), when required
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17.15. Rocponciblo for inputting the divicion’c §mcchoctc in MS for payroll proceccing. Providetimekeeping and time entry support to-Employee Se41-Sarvico of limo ontiy into required ERPsystemTyler-Munie.
4-&16. Performs related duties as required.

Qualification Guidelines:
A typical way to obtain the requisite qualifications to perform the duties of this class is as follows:
Education and/or Experience:
High echool diploma or CED and three and a hall (3 112) yearc of current incroacingly roeponciblo fullUmo paid oxpedonce porforming derical work, including at Ingot cix (6) months performing cecrotarialwork. Exporionco and/or education in a related fold may bo cubctitutod on a year for year bacis.Bullets:
Graduation from an accredited college with an Associate’s degree in Business, Communications,Office Administration of—or a closely related field, or 60 semester units or the equivalent of aclosely related college level coursework. Three and a half (3 %) years of current increasinglyresponsible full time paid experience performing clerical work, including at least six (6) monthsperforming secretarial work. Experience and/or education in a related field may be substituted ona year for year basis.

Knowledge of:
• Modern office procedures, methods, and equipment.
• Record-keeping and filing techniques
• Correct English usage, grammar, spelling, punctuation and vocabulary
• Letter and report writing techniques and procedures.
• Telephone techniques and etiquette.
• Interpersonal skills using tact, patience and courtesy.
• Proofreading techniques.
• Customer service principles.
• Basic mathematical concepts/functions.
• Division’s functions and programs

Skill and/or Ability to:
a Type 60- (keep 60) 50 net words per minute from clear copy.
• Attend meetings and tape-record minutes; jot down meeting notes, if necessary.
• Prepare agendas and reports
• Proofread own work and the work of others.
• Perform clerical work with speed and accuracy.
• Must be fully computer literate and able to work in the following formats: Microsoft

Word/Office, Outlook, PowerPoint, Database Management (Excel or Access), Publisher orother graphics program; must have outstanding communication skills (written and verbal)and must have the ability to work with culturally diverse groups and Individuals (bilingualskills desirable).

• Operate standard office machines including, but not limited to, computer and related software,typewc4tecs, calculators, and copiers.
• Transcribe from dictating equipment
• Establish and maintain effective working relationships with others
• Add, subtract, multiply and divide quickly and accurately
• Understand and follow oral and written instructions.
• Effectively communicate orally and in writing
• Exercise judgment and discretion
• Collect and compile data.
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• Learn city government organization, functions and policies.
• Learn, interpret and apply applicable city, slate, and federal jaws.
• Organize and complete work according to priority.

License and Certificate:
Possession of a valid California Class C driver’s license. Employees in this classification will be enrolledin the Department of Motor Vehicles (DMV) Government Employer Pull Notice Program which confirmspossession of a valid driver’s license and reflects driving record, Typing certificate of 6 60 50 (keep) networds per minute obtained within the last 12 months is required at the time of application.

Physical Requirements and Working Conditions:
Employee accommodations for physical or mental disabilities v,ill be considered on a case-by-case basis.Positions in this class normally.

• Require talking, hearing, and vision (which may be corrected) to read small print.• Require mobility of arms to reach and dexterity of hands to grasp and manipulate small objects.• Perform work which is primarily sedentary and repetitive
• Is subject to inside environmental conditions.
• May be required to work at a computer terminal for long periods of time• May be required to work evenings andlor weekends.

q


