
As an Equal Opportunity Employer, Lucas County Children Services is committed to a diverse work force. 

 
 

Administrative Secretary 
Administrative Services 

 
 

ACCOUNTABILITIES: To provide effective and efficient secretarial and office management support to 
Administrative Services Division. To support the Administrative Services Managers of routine and non-
routine administrative tasks. Gathers raw data for creating and maintaining various statistical reports.  
Information coordination via phone 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 
functions; using word processing, spreadsheets, and other project management and scheduling 
software. Produces a variety of complex and confidential materials from rough drafts and oral 
instructions and written instructions. Composes letters, responds to routine correspondence and 
inquiries independently; types correspondence, forms, policies, reports or other material, including 
material of a technical or confidential nature. Proofs copy and makes corrections. Distributes written 
materials and other correspondence and reports to appropriate recipients. Relieves Managers of 
routine and non-routine administrative duties. Maintains department calendar in Outlook. Exercises 
discretion, confidentiality and common sense when dealing with clients and general public.   
 
Coordinates ODJFS Random Moments process for LCCS using WebRMS. Submits quarterly random 
moment roster, creates quarterly sample, and closes completed quarterly sample in WebRMS.  
Reviews all employees' random moment responses. Provides technical assistance to LCCS staff on 
the RMS process. 
 
Reconciles foster parent training reimbursement, Kwik parking invoice and telephone/ 
telecommunication bills. State Outlook Email set-up for new employees. Coordinates distribution of and 
maintains databases for agency cell phones, pagers, parking cards, and assist with telephone 
equipment. Processes relative referral forms to initiate relative payee cases through LCDJFS.  
Maintains agency floor plans and assist IT Manager with coordinating telephone repairs. Works on 
special projects including researching and analyzing materials, information and programs to aid 
Managers of the Administrative Services division in decision-making. Collects and presents data and 
information for various statistical and financial reports. Orders and maintains office supplies for the 
floor.  Works in collaboration with the Accounting Supervisor in entering financial, random moments, 
and other statistical information as part of the monthly and quarterly financial close into the ODJFS 
CFIS Web system. Approves all agency office supply orders in County Just-in-Time system.  
Coordinates SACWIS process including submission of ODJFS 7078’s and assignment of security roles. 
Coordinates year end physical inventory. Requests and review credit reports for children in the 
Independent Living Program. 
 
Communicates decisions, assignments and directives to appropriate staff. 
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Develops, organizes and maintains complex filing systems for manager’s correspondence, projects, 
and other department data. Processes mass mailings as directed. 
 
Makes arrangements for meetings and conferences, including scheduling meeting rooms, preparing 
agendas, notifying participants, taking, transcribing and distributing minutes, ordering meals/ 
refreshments, making travel/lodging arrangements, etc. Makes travel arrangements for clients ensuring 
proper documentation and authorization is received. Ensures that travel arrangements are within 
government per diem guidelines and provides assistance with resolving issues related to travel 
changes and cancellations. 
 
Date stamps and disperses interoffice and U.S. mail. Operates copy equipment. Prepares purchase 
orders and maintenance service requisitions. 
 
Answers and screens phone calls and visitors. Answers questions and obtains information for staff or 
external contacts. 
 
Set up staff, maintain and deactivate their access in SACWIS and other state websites. 
 
Backs up the utility clerk in support services in matters relating to copiers and faxes, furniture/office 
moves. 
 
MINIMUM QUALIFICATIONS: High school diploma or equivalent required. Associates degree in Office 
Management or Accounting preferred. Two (2) years word processing experience and two (2) years 
office experience in a secretarial or administrative assistant capacity required.  Demonstrated ability to 
type 35 WPM required. Demonstrated ability to operate PC, word processing and spreadsheet 
software. Ability to operate calculator, copier and fax machine. Demonstrated competency in spelling, 
grammar and punctuation required. Knowledge of office management/organization. Notary Public 
license or willingness and agreement/ability to obtain. Ability to work effectively in a multi-cultural work 
environment required. 
 
 


