LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	SECRETARY
	YES

	GENERAL DUTIES OR EXPERIENCE:

This position provides principal secretarial support in an office.  The Secretary maintains a relationship to the day-to-day activities of the staff, works fairly independently, and performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office. Computers may exist in the environment, requiring working knowledge of certain office software programs. 



	

	ADDITIONAL REQUIREMENTS

	

	Level
	eCraft Title
	eCraft Code

	I
	SECRETARY I
	01311

	Typical Education:

	High School/Vocational School diploma or GED Certificate. 

	Typical Experience:

	Carries out recurring office procedures and selects the guideline or reference that fits the specific case.  

	Additional Guidelines:

	None.

	Level
	eCraft Title
	eCraft Code

	II
	SECRETARY II
	01312

	Typical Education:

	High School/Vocational School diploma or GED Certificate

	Typical Experience:

	Three (3) years of work related experience.

	Additional Guidelines:

	None.

	Level
	eCraft Title
	eCraft Code

	III
	SECRETARY III
	01313

	Typical Education:

	High School/Vocational School diploma or GED Certificate

	Typical Experience:

	Four (4) years of work related experience.

	Additional Guidelines:

	None.


