
Civil Service Commission



Ability to communicate in English and Spanish.

SUPERVISORYCONTROL$ ·

The Risk Management Director assigns work in tenns of general instructions. The supervisor spot- 
checks completed work for compliance with procedures, accuracy, and the nature and propriety of the 
final results.

GUIDELINES

Guidelines include county and department policies and procedures. These guidelines are generally clear 
and specific, but may require some interpretation in application.

COMPLEXITY/SCOPE OF WORK

The work consists of related secretarial duties. Frequent interruptions  contribute  to the complexity 
of the position.

The purpose of this position is to provide secretarial support for department activities. Successful 
performance helps ensure the efficiency of those operations.

CONTAC.TS.

Contacts are typically with co-workers, other county employees, vendors, job applicants, and the 
general public.

Contacts are typically to give or exchange information, resolve inquiries, and provide services.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

The work is typically performed while sitting at a desk or table or while bending, crouching, 
standing, walking or stooping. The employee frequently lifts light and occasionally heavy objects.

The work is typically performed in anoffice.

None.

MINIMUM QUALIFICATIONS

Must have a high school diploma or GED from an accredited institution.

Must have two years experience.

Must be able to type 35 wpm.




