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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 serves as
receptionist for the fire departnment, maintains departnent
records, and types letters for the Fire Chief. The enpl oyee of
this class assists the Fire Chief with the departnent payroll,
accounts payabl e, and naintai ns departnment equi pnent and supply
inventory. The Secretary to the Fire Chief works independently
in certain designated areas, with specific instructions for
speci al assignnents received fromthe Fire Chief. The incunbent
of this class reports directly to the Fire Chief, who directs
and reviews work of this class.

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 may be | ogqical
assignnents to this class.

Answers any tel ephone calls comng in on assigned |ines and
handl es routine matters or transfers caller foll owi ng depart nment
procedures. Acts as receptionist to visitors, directing themto
appropriate individuals or offices, and handles routine
guestions and requests. Assists the public by answering
t el ephone i nquiries about the operation of the departnment or any
rel ated areas of departnental operations or emergency services,
and conducts tours of the departnent. Mai nt ai ns the schedul e
for the use of the fire departnment training facility, and
mai ntains the departnent work schedule and assists the Fire
Chief to ensure that a full staff is on duty.

Opens, sorts and distributes incomng mail to proper persons or
di vi si on. Stanps material to record date and/or tinme that
mat eri al was received in departnment. Recei ves and processes
assigned records, reports, outgoing mail, interdepartnmental
correspondence, and other materials in accordance wth
departnmental procedures. Conposes business letters and replies
to routine correspondence or requests on own initiative
foll owi ng departmental procedures. Devel ops new procedures for
of fice functions when necessary.

Types letters, fornms, nenos, statenents, formal reports, or any
ot her docunents as assigned by the Fire Chief. Proofreads typed
material and corrects errors. Conpil es and organi zes data
needed for reports. Reads or reviews incomng materials and
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sorts according to subject matter. Receives departnent records
and reports, checks them for conpleteness, accuracy, and
conformty to established procedures, and processes or files
t hem according to departnent procedures. Periodically inspects
systens and facilities for maintaining records and reports to
see that these are adequate. Takes m nutes or notes at neetings
and prepares news release or any other type of official
departnment statement for publication for the Fire Chief’s
revi ew.

Mai ntains filing systemfor the organi zati on of correspondence,
cards, forns, records and reports, and revises such system when
necessary. Operates a conputer termnal to enter, |ocate, and
retrieve informati on or docunents fromfiles. Keeps records on
the |l ocation of materials removed fromfiles, to whommaterials
were rel eased, and traces missing files. Maintains a roster of
departnment personnel including nanes, addresses, telephone
nunbers, and other pertinent information. Operates a copying
machi ne, facsim|le machi ne, and cal cul at or or conputer software
appl i cati on when needed.

Makes cal cul ations necessary to conmpute payroll, prepares
payroll records including making any necessary changes, and
conpiles payroll data for budgetary reasons. Recei ves
conplaints from enployees about payroll issues and makes

necessary changes and corrections. Accounts for the noney and
assets of the departnment, and prepares paynent for departnental
bills as assigned by the Fire Chief. Posts itens into journals,
| edgers, or other accounting records and bal ances these at the
end of the nonth.

Mai nt ai ns the inventory of supplies and equi pmrent. Orders and
di stributes supplies and equipnent as required. Acquires
estimates on repair costs for any equi pment.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

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

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enployment, but before beginning work in this
class, must pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.
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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.
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