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JOB DESCRIPTION


GRANT SECRETARY – 7218 (Classified)
Under general supervision, performs specialized or complex secretarial job duties in support of a grant-funded project.
Supervision:
Reports to Grant Director, Non-Faculty, Grant Director, Faculty, Grant Coordinator, or Grant Senior Secretary.
May supervise Grant Clerk or student workers.

Examples of General Duties and Responsibilities:
Open, date and distribute or route mail.  May review and categorize for supervisor.  Answer phones and forward calls to appropriate people or take messages.  Greet screen and route visitors.  Keep calendar of meetings and appointments for supervisor, schedule appointments and remind supervisor of upcoming events.  Type a wide variety of materials including correspondence, minutes, reports, forms, and grant proposals.  Compose letters requiring some independent thought.  Monitor daily transactions to office operating budget.  Maintain up-to-date balances and reconcile monthly appropriation ledger sheet to department ledger.  Monitor order and inventory office supplies.  May tabulate travel advances, applications, and vouchers based on information provided by traveler; may itemize travel receipts.  May make travel arrangements.  May help to plan and arrange activities and events by handling arrangements with caterers, making room and facility reservations and assisting in setup of food and tables.  May assist in the preparation of information pieces such as fliers, brochures, and programs.  Review purchase orders and invoices to ascertain status.  Organize and prioritize work for self and student workers.  May tabulate information and prepare tables and graphs.  Maintain files of correspondence, forms, reports, and other materials.  Review files for completeness.  May explain work assignments to student workers.  Perform other duties as assigned.

Specific Duties and Responsibilities:
(If applicable, describe any other job-specific responsibilities unique to this position which are not covered above.)





Knowledge, Skills, and Abilities:

Knowledge of telephone etiquette, office procedures, methods, and equipment.  Knowledge of principles and procedures of recordkeeping and reporting.  Knowledge of basic bookkeeping methods.  Ability to coordinate a variety of work activities being conducted at the same time.  Ability to understand and carry out verbal and written instructions. Ability to maintain basic logs, records and reports.  Ability to organize and prioritize work, to type at a moderate rate of speed, and to proofread for correctness and completeness of data.  Requires physical ability sufficient to perform job duties.


Specific Knowledge, Skills, and Abilities
(If applicable, list licenses or certificates required by law, statue, ordinance, or regulation for entry into this position.)




Other Requirements:


(If applicable, list licenses or certificates required by law, statute, ordinance, or regulation for entry into this position.)



Qualifications:

To qualify for this classification, an individual must posses any combination of experience and education that would likely produce the required knowledge, skills, and abilities.

Preferred Qualifications:

(If applicable, list those skills, knowledge, abilities, education, and experience statements preferred of applicants.  Include desired certifications and/or licenses.)




For the Grant Director:

I support the above description as an accurate representation of the employee’s job duties.

Name (print):	______________________________________

Title:		______________________________________

Signature:	______________________________________

Date:		______________________________________








