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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by providing
adm ni strative support and perform ng clerical duties and office
functions. The Secretary to the Fire Chief maintains the Fire
Chi ef’ s cal endar of appointnents, receives and processes records
and reports, and types letters for the Fire Chief. The enployee
of this class assists the Fire Chief with the departnment payroll
and accounti ng. The Secretary to the Fire Chief works
i ndependently in nobst areas, wth specific instructions for
speci al assignnents received fromthe Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Answers any telephone calls comng in on assigned |lines and
handl es routine matters or transfers caller foll ow ng depart nment
procedures. Places calls for the Fire Chief. Acts as receptioni st
to the Fire Chief’s office and directs visitors to appropriate
i ndi vi dual s or of fi ces when necessary. Handl es routi ne questi ons and
requests fromcallers and visitors. Schedul es appoi ntnents and
mai nt ai ns cal endar of events for the Fire Chief.

Recei ves, revi ews, and processes assi gned records, reports, mail,
i nt erdepartnental correspondence, and other material s in accordance
with departrmental procedures. Repliesto any routine correspondence or
requests as directed. Conpletes all forms or records required or
assigned. Types letters, forns, nmenos, statements, formal reports, or
any ot her docunents as assigned by the Fire Chief. Conposes busi ness
letters. Wites reports and letters in answer to witten or
oral requests as directed. Proofreads typed material and
corrects errors.

Mai ntains filing systemfor the organi zati on of correspondence,
cards, forns, records and reports by al phabetical, chronol ogi cal
or by subject matter order. Revises such systemwhen necessary.
Keeps records on the location of materials renoved fromfiles,
to whom nmaterials were released, and traces mssing files.
Di sposes obsolete files and records in accordance wth
established retirenent schedul es or | egal requi rements.
Mai ntains a library or archives of materials for future use or
reference by departnent personnel.

Operates a conputer in order to enter, copy, oOr renove
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information from files. Locates and retrieves information or

documents from hard copy or conputer files. Perforns
appropriate back-up function in conputer files. Oper at es
conputer scanni ng equi pnment, facsimle machine, and copying

machi ne. Operates a cal cul ator or mat hemati cal conputer software
application to assist in mking mathematical conputations
necessary to conpute payroll. Prepares payroll records
i ncl udi ng maki ng any necessary changes. Posts accounting entries
into accounting records and conputer files.

Mai ntai ns the i nventory of supplies and equi pnent as assi gned. Prepares
pur chase requi sitions accordi ng to departnent procedures, and orders
suppl i es and equi prent. Locates repair services, acquires estimates on
repair costs, and arranges for repairs and mai nt enance of all assigned
departnment equi prment.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a physical exam nation that conplies with the
ADA.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must not be | ess than eighteen (18) years of age.

Must have a valid driver’s |license.
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