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�x Develops and implements office procedures to assure complete and timely operations; trains and 
provides work direction and guidance to assigned personnel as directed. 

 
QUALIFICATIONS GUIDE 
 
Knowledge of: 

�x Functions and secretarial operations of an administrative office.  
�x Organizational operations, policies and objectives.  
�x Applicable laws, codes, regulations, policies and procedures. 
�x Modern office practices, procedures and equipment.  
�x Record-
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�x Bending at the waist, kneeling or crouching. 
 
WORK ENVIRONMENT: 
Indoor/ Office environment.  The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. The 
noise level in the work environment is usually moderate. 
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