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Administrative Secretary HR 
Human Resources 

 
 
ACCOUNTABILITIES:  To provide effective and efficient secretarial and office management support 
to the Human Resources Division. To relieve management staff of routine and non-routine 
administrative tasks. To gather raw data for creating and maintaining various statistical reports.  
Information coordination via telephone and written material; maintenance of confidential record-keeping 
systems; secretarial/clerical services; maintenance of supplies; requisitions for repairs. 
                
ESSENTIAL DUTIES: 
Designs and manages an effective office management support system. Performs complex secretarial 
duties; using word processing equipment produces a variety of complex and confidential materials from 
rough written copy, oral instructions and/or dictation. Composes letters, responds to routine 
correspondence and inquiries independently; types of correspondence, forms, policies, reports, or other 
material, including material of a technical or confidential nature. Proofs copy and makes corrections.  
Relieves HR Director of routine and non-routine administrative duties. Maintains appointment 
schedules. Exercises discretion, confidentiality and common sense when dealing with clients and 
public. Assists with the preparation of data used in the pre-disciplinary and collective bargaining 
process. 
 
Takes minutes for Division and Unit meetings, Labor/Management and Personnel Committee meetings 
and other meetings as directed or needed. Works on special assignments and projects including 
researching and analyzing materials, information, and programs to aid Director and other staff.    
Collects and presents data and information for various statistical and/or other reports. Updates 
information into HRIS and produces Agency telephone list and roster and distributes to Agency staff 
and community. Assists with the coordination of special agency and department projects. Compiles 
information for employee service pins and distributes pins to staff. 
 
Answers and screens phone calls and visitors. Answers questions and obtains information for staff and 
external contacts. Communicates decisions, assignments, and directives to appropriate staff. 
 
Develops, organizes, and maintains complex filing systems for managers’ correspondence, projects, 
cases, and other division data. Processes group communications as directed.   
 
Schedules interviews and makes arrangements for meetings and conferences, including scheduling 
meeting rooms, preparing agendas, notifying participants, producing, and distributing minutes, ordering 
meals/refreshments, assists with making travel/lodging arrangements, etc. 
 
Date stamps and disperses interoffice and U.S. mail. Operates fax and copy equipment.  Prepares 
purchase orders and maintenance service requisitions. 
 
NON-ESSENTIAL DUTIES: 
Performs other related duties as assigned by the Director. Acts as back-up to the Executive Director's 
Executive Assistant and other agency secretarial staff. 
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ESSENTIAL BEHAVIORS:  Ability to stand, bend, stoop, and reach. Ability to maintain strict 
confidentiality.  Ability to communicate effectively both verbally and in writing. Must be self-motivated 
and work well under pressure. Ability to maintain a pleasant demeanor and positive working 
relationships with agency staff and the public.  Ability to exercise discretion and professionalism when 
dealing with staff and the public. Ability to perform extremely detailed work with a high degree of 
accuracy. 
 
MINIMUM SPECIFICATIONS:  High school diploma or equivalent required. Associate degree in 
Executive Secretarial program preferred.  Demonstrated ability to type 35 wpm required. Two (2) years 
of experience working in an office environment performing secretarial duties to include the use of a 
computer with a minimum of 6 months experience in Windows-based applications required.  
Demonstrated ability to operate PC/word processing equipment and software. Experience in statistical 
calculations and analyses helpful. Knowledge of office management and organization. Ability to operate 
copiers, faxes, and other office equipment. Ohio Notary Public license or willingness/ability to obtain.  
Demonstrated ability to calculate fractions, decimals, percentages, and averages or demonstrated 
ability to learn. Demonstrated aptitude for detail required. Ability to work effectively in a multi-cultural 
environment required. 

 

 
 


