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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsi ble clerical position enconpassing duties such
as conposing letters for the fire chief, typing, filing and
retrieving information fromfiles, keeping specified records for
depart ment enpl oyees, and performng related duties to relieve
the chief of mnor «clerical problens. This position is
basi cally non-supervisory and the enpl oyee i s responsible to the
fire chief who directs and reviews the work of this class.

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which nmay be assigned., neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Types letters, forms, nenos, statenents, formal reports, etc.;
proofreads typed nmaterial and corrects errors;

Sel ects and handl es any routine correspondence or requests on
own initiative; conposes letters from witten or oral
directions by the chief; wites routine correspondence;

Compl etes forms such as personnel action fornms, payroll

aut horization forns, etc.; keeps records as required, such as
annual, sick, or conpensatory |eave earned and taken by
enpl oyees;

Makes and answers tel ephone calls; screens the chief's calls by
redirecting calls to other individuals or offices that can
better take care of the call or by handling routine questions or
requests; screens visitors to determne if their business
warrants seeing the chief or directs themto other offices or
i ndividual s that can help; answers questions and handl es any
routine requests by visitors to the office;

Schedul es appointnents for the chief; remnds the chief of all
appoi nt nents, neetings, etc.;

Sets up a filing system revises such system when necessary;
decides what is to file and what is to throw away; files
correspondence, cards, forms, and records in files which my be
sequenced al phabetically, nunmerically, or chronologically;
retrieves information or docunments fromthe files;

May also perform duties such as opening, sorting, and
distributing mail;
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Performs related duties as assigned.
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QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es and passing a civil service exam nation for the position.

Must present a certificate of typing proficiency, certifying
ability to type 35 words per mnute.

Must possess a high school diplom or equivalent (G E.D.).

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must possess a valid Louisiana drivers |icense.

Must be not |ess than eighteen years of age.
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