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	GOODWILL INDUSTRIES OF SANTA CRUZ,
	MONTEREY AND SAN LUIS OBISPO COUNTIES, INC.

	JOB DESCRIPTION
 


Title: Administrative Secretary, Shoreline		Department: SWDS
	Workforce Development Services (SC)	Date Written: 1/91
Supervision Received: Sr. VP, Shoreline		 	Date Revised: 9/09
	Workforce Development Services			Approved by:
FLSA Designation: Non-exempt				Human Resources:
								

JOB SUMMARY:	Provide administrative and secretarial support to the Senior Vice President-Shoreline Workforce Development Services (SWDS) and other SWDS department staff. 

	ESSENTIAL DUTIES

Compile, process, and report departmental information, including but not limited to: monthly data summary, statistics on referral sources and demographics of client population served, tabulating and/or preparing billing memos and invoices.

Perform secretarial duties for the Senior Vice President, including word processing/distribution of correspondence, maintenance of files/records, and ensuring timely and accurate flow of paperwork.

Prepare monthly revenues reports and compile student progress reports. Perform editing, compose correspondence as directed, and maintain department files.

Create and/or revise department related documents such as organizational charts, SOP manuals, forms, telephone list, e-mail list, etc. Ensure that all forms are current and accurate.

Receive SWDS visitors, schedule and conduct tours, handle department phones and, as directed, communicate to referring agents start dates and other pertinent program information.

Perform duties as the lead registrar; oversee and/or complete the intake of students. Track students throughout their program, and complete necessary reports to various reporting entities as required. 

Answer phones for, and provide reception for, visitors to the Senior Vice President’s office.

Prepare special reports, proposals and manuals as requested by the Senior Vice President.

Handle arrangements for special meetings and conferences for the Senior Vice President attend meetings to take minutes, as requested.

Record and distribute staff meeting minutes.

Maintain office supply inventory and equipment for the department.

Perform designated duties to ensure meeting the goals of the Outcome Measurement System.

SECONDARY DUTIES

Perform related duties as assigned.

	JOB SPECIFICATIONS

EDUCATION REQUIRED:		High school diploma or equivalent.  Completion of professional secretarial course of study, SWDS office skills program, or equivalent.

LICENSE/CERTIFICATION:	Valid California Class C driver’s license.

EXPERIENCE REQUIRED:	Five years progressively responsible office/clerical/ secretarial experience, or equivalent.

Bookkeeping/accounting experience 
helpful.

KNOWLEDGE REQUIRED:	Business grammar, spelling, punctuation and record keeping methods.

Shorthand or speed writing desirable.

Familiarity with office procedures, filing systems and equipment.

Familiarity with Goodwill’s mission, general policies and procedures (this may be learned on-the-job).

					Familiarity with computers and typical software programs.

EQUIPMENT USED:		Typical office equipment; vehicles.

SKILLS/APTITUDES/TEMPERAMENTS

Ability to communicate effectively in English, both orally and in writing.  Knowledge of basic Spanish desirable.

Ability to organize and utilize time effectively, coordinate departmental priorities to perform a variety of duties, often changing from one task to another without loss of efficiency or composure.

Ability to deal with people beyond giving or receiving instructions.  To understand other’s feelings and personal viewpoints and adapting to the situation.

Ability to protect the confidentiality of client information.

Ability to proofread and use correct spelling, grammar and punctuation.

Ability to move hands and fingers easily and skillfully to operate typewriter and computer (including typing speed of 45 wpm.)

Ability to understand and follow program-specific policies and procedures.
Ability to understand and follow SWDS Standard Operating Procedures.

Ability to demonstrate satisfactory attendance as outlined in Company policy. 

Ability to adhere to safe work practices as documented in Company safety policies; ability to report safety hazards/accidents promptly to supervisor or safety committee member. 

EMOTIONAL EFFORT:

The job requires moderate emotional effort involving occasional short deadlines requiring some overtime. The work environment is occasionally hectic with occasional high activity/demands.

	JOB SETTING

The job is performed in an enclosed climatically controlled office area. Work is completed independently and in cooperation with other staff, clients, and referring agents.

	PHYSICAL DEMANDS

The job is primarily sedentary with walking and standing as necessary to carry out the job duties.  Normal lifting and/or carrying is limited to approximately 15 lbs., with occasional lifting of up to 25 lbs.  Heavier items (26 lbs. or more) are moved by using proper material handling equipment, assistance from another person or by work order request.

Normal or corrected talking, hearing and seeing abilities are sufficient to perform the required tasks.
                                                                                                                                           
****************************************************************************************************
Duties and responsibilities may be added, deleted or changed at any time at the discretion of management, formally or informally either orally or in writing.

My signature acknowledges that I have read and understand the job description.


_______________________________________		_________________
Signature								Date
 

JOB MODIFICATIONS:	The physical aspects of the position may be able to be modified depending on the specific modification and the duration of the modification required. 
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