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SECRETARY TO FI RE CHI EF

(Competitive Class)

NATURE OF WORK

This is responsible clerical work in the office of the fire
chief. The enployee of this class relieves the fire chief of
many mnor adm nistrative details, typing of reports and
correspondence, keeping of records, maintenance of files, and
transmttal of instructions fromthe chief. |Is to stand by at
radios in time of energency. Work is perfornmed under the direct
supervision of the fire chief.

EXAMPLES OF WORK

Types correspondence, reports, nenorandum fornms and other
materials related to the operation of the fire departnment;

Mai nt ai ns records and files of the departnent;

Answers the tel ephone; relays orders and instructions with the
authority of the fire chief;

Answers the radio in case of enmergency and busi ness.

QUALI FI CATI ON REQUI REMENTS
Must not be |less than 18 years of age;

Must have a conbination of experience and training which
i ndi cates sufficient possession of the know edges, skills, and
abilities listed above to satisfactorily perform the required
wor K;

Must successfully pass a nedical examnation sufficient to
indicate, in the opinion of the local civil service board,
sati sfactory performance of work;

Must successfully pass a civil service examnation testing
aptitude for beginning work in the class.
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