SECRETARY (WVU Extension Office)

Grade:  5
Unit:  County Extension Office
Job Summary:  Under the direction of the Extension Agent, the secretary acts as the Extension Office receptionist, maintains office records and files and assists the general public.  Work is performed with moderate latitude for the exercise of independent judgment and action.  Work involves standard clerical functions characterized by repetitive tasks and frequent contacts with the public. 

Examples of Work:

1. Acts as receptionist;

2. Prepares and mails correspondence;

3. Maintains 4-H database;

4. Supervises temporary office assistants, summer work-study students and community-service workers;

5. Maintains office files;

6. Helps set up 4-H project books; 

7. Performs other duties as required. 

Qualifications:

Education, Certification and Experience:  High school diploma or equivalent required with special courses in accounting, bookkeeping and computers; six months to one year of experience in an office setting requiring computer usage, record keeping and reception skills.  

Knowledge, Skills and Abilities:  Knowledge of budgeting, accounting, computers, office equipment and bulk-mailing procedures; must possess good written and oral communication skills, good math skills and organizations skills; and be able to work with the public. 

Work Environment:  

Works in office conditions approximately ninety percent of the time; works in travel conditions approximately five percent of the time; and works in outdoors conditions approximately five percent of the time.  
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