Washington General Service (WGS)
Position Description
For assistance completing this form, contact your Human Resource Office or see the WGS Position Description Guide and WGS Sample Position Description.

	Position Information

	Action:  FORMDROPDOWN 
      Date: 06/27/2019
Proposed Class Title: Secretary Senior
	HR Approved Class Title:
     
	Effective Date:

     

	Current Class Title:
SSS3
	HR Approved Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Seasonal/Cyclic:
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Work Schedule:

Full Time  FORMCHECKBOX 
   Part Time  FORMCHECKBOX 

	Position Number/Object Abbreviation:

NY26/70122647
	Salary Range:
35

	Position Included in a Bargaining Unit: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, indicate union: WSFE
	Assignment Pay:
Dual Language  FORMCHECKBOX 
   Other  FORMCHECKBOX 
      

	Incumbent’s Name (If filled position):
Virginia Kime (vacates 7/31)
	Address Where Position Is Located:

1949 S. State St. Tacoma, WA 98405

	Agency/Division/Unit:
DCYF/Licensing Division/100T
	Supervisor’s Name and Title:

Andrea Black, Administrative Assistant 3

	Supervisor’s Position Number:

LE16
	Supervisor’s Phone:
253-983-6434


	Position Objective
Briefly explain the purpose of the position and how it supports the organization’s mission (attach an organizational chart).

	The Secretary Senior position has the responsibility for providing administrative support to the Licensing Division supervisors in Region 5. Secretarial duties include, but are not limited to:
· Creating and processing applications, case files, and provider files for licensing programs

· Processing and monitoring public disclosure requests

· Typing and editing correspondence

· Updating and maintaining case management database systems

· Maintaining various filing systems

· Processing files for electronic imaging


	Assigned Work Activities (Duties and Tasks)
Describe the duties and tasks, and underline the essential functions. Assign a percentage of time to each duty. Task statements should describe the action performed; to whom or what; using what tools, equipment, methods, and/or processes; and the final product or outcome.
For more guidance, see the Essential Functions Guide and Examples of Work Statements.

	% of time

(Must total 100%)
	List the assigned work in order of importance, with essential functions underlined.

	65%

	Duty: 

Supports Staff
Tasks include: 

Create, maintain, and archive licensing files, facility complaint investigations, and investigative case files. 

Create pieces of work for assignments, complete data entry, and upload documents as needed

Create, maintain, and track written and electronic documents

Attend and take minutes for various regional or unit meetings

Create templates or forms to be used by staff

Copy, scan, and/or email documents for staff

Provide back-up for other clerical staff within all of the Licensing Division programs

Prepare closed records and archive records and archive records according to the appropriate retention schedule

Request IT support on behalf of staff

Arrange for interpreters as needed including payment processing

Process materials related to licensing applications, facility complaint investigations, and LD/CPS investigations

Log, track, and gather data related to assignments, completions, and outcomes

Create provider and case files

Create electronic records and complete data entry into records

Mail necessary forms to applicants and agencies

Create various application packets



	15%

	Duty: 

Office Functions
Tasks include: 

Process travel arrangements for staff as needed

Maintain inventory and manage procurement of office supplies

Maintain adequate inventory of forms, publications, and packets

Track state motor pool vehicles for usage, maintenance, and replacement 

Process incoming and outgoing mail, including registered and certified mail

Monitor and arrange for maintenance of office equipment, copy machines, fax machines, and other electronic equipment.

Schedule meeting spaces, prepares material, prepares meeting rooms, and arrange for special equipment as needed.



	15%

	Duty: 

Customer Service
Tasks include: 

Respond to incoming telephone inquiries, emails, written correspondence, and walk-ins from members of the public, community providers, LD customers, and other agencies.

Provide technical assistance and effectively response to these inquiries in a timely manner. Prioritize these requests and refer to appropriate entities within and outside of the Licensing Division.

Respond to public disclosure and discovery requests by gathering all requested material, scanning the file, and forwarding material to the appropriate staff/department for processing.  



	5%

	Duty: 

Other duties as assigned.
Tasks include: 

     

	     

	Duty: 

     
Tasks include: 

     


	Lead Work/Supervisory Responsibilities

	Lead Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 
 
Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, list each direct report below.
	 FORMCHECKBOX 
 Assigns Work      FORMCHECKBOX 
 Instructs Work                      FORMCHECKBOX 
 Checks Others’ Work         FORMCHECKBOX 
 Plans work           FORMCHECKBOX 
 Evaluates Performance       FORMCHECKBOX 
*Takes Corrective Action   FORMCHECKBOX 
*Hires                    FORMCHECKBOX 
*Terminates
(*Has the authority to effectively recommend these actions.) 

	Class Title of Direct Report(s)
	No. of Positions
	Work Schedule

	     
	     
	 FORMDROPDOWN 
  

	     
	     
	 FORMDROPDOWN 
   

	     
	     
	 FORMDROPDOWN 
  

	     
	     
	 FORMDROPDOWN 
  

	     
	     
	 FORMDROPDOWN 
   

	     
	     
	 FORMDROPDOWN 
  

	Add information that clarifies this position’s lead or supervisory responsibilities:
     



	Working Relationships
Level of Supervision received (check one): For more guidance see: Glossary of Classification Terms.


	 FORMCHECKBOX 
 Direct/Close Supervision: Most work is reviewed in progress and upon completion.

 FORMCHECKBOX 
 General Supervision: Completed work is spot checked. 

 FORMCHECKBOX 
 General Direction: Completed work is reviewed for effectiveness and expected results. 

 FORMCHECKBOX 
 Administrative Direction: Completed work is reviewed for compliance with budget, policies, laws, and program goals.

	Add information that clarifies this position’s interactions with others to accomplish work:
     



	Continuity of Operations Plans (COOP) Designation – For Disaster or Emergency Recovery
For more information see: COOP and Critical Positions.


	Is this position critical based on agency COOP? Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, describe how the position supports the agency COOP Critical Functions:

     


	Working Conditions

	Work Setting, including hazards: 
	Position is primarily in an office work environment, but travel to and from office within community, office, or region may be necessary.  

Must be able to function in a high-stress environment, and to adapt to changes in job requirements and in policies and procedures while maintaining a professional demeanor.

Work environment is cubicles or shared office space.  Incumbent will use copy machine, telephone, cell-phone, computer, fax machine and motor vehicle.  

Clothing must be suitable for a professional work environment.

Regular, consistent, and predictable attendance is an essential job function.

Incumbent must hold a valid driver’s license when operating a state or privately owned vehicle on official state business.  Incumbent must also comply with Washington State liability laws when operating a privately owned vehicle in the performance of official state business.



	Schedule (i.e., hours and days): 
	M-F 8:00am-5:00pm

	Travel Requirements: 
	Occasional

	Tools and Equipment: 
	Computer and phone (provided)

	Customer Interactions: 
	Frequent

	Other: 
	     

	Qualifications
List the education, experience, licenses, certifications, and competencies (knowledge, skills, abilities, and behaviors).

	Required Qualifications: 
High School graduate or GED and two years of increasingly responsible office experiences. 


	Preferred/Desired Qualifications:

· To work independently and prioritize work duties
· Intermediate/advanced level of computer literacy in Microsoft Office

· Ability to learn and effectively use other software or database programs

· Communicate effectively verbally and in writing with customers, community partners, staff and public

· Maintain confidentiality

· Work in a high stress environment

· Demonstrate strong organizational and time management skills



	Special Requirements/Conditions of Employment
List special requirements or conditions of employment beyond the qualifications above.

	Successful completion of a background check.


	In-Training Plan, If Applicable

	     



	Acknowledgement of Position Description
The signatures below indicate that the job duties as defined above are an accurate reflection of the work performed by this position.

	Date:

     
	Supervisor’s Signature (required):
     

	Date:

     
	Appointing Authority’s Name and Title:

Pamela McKeown, Senior Foster Care Adminstrator
	Signature (required):
     

	As the incumbent in this position, I have received a copy of this position description.

	Date:

     
	Employee’s Signature: 

     


Position details and related action have been taken by Human Resources as reflected below.

	For Human Resource/Payroll Office Use Only

	Approved Class Title:

     
	Class Code:

     
	Salary Range:

     
	Effective Date:

     

	Pay Scale Type:

 FORMDROPDOWN 

	Job Analysis On File?

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Position Type (Employee Group):  FORMDROPDOWN 

	EEO Category:

 FORMDROPDOWN 


	Employee Sub-Group:

 FORMDROPDOWN 

	Position Retirement Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Position is:

Funded  FORMCHECKBOX 
   Non-Funded  FORMCHECKBOX 

	Workers Comp. Code:

 FORMDROPDOWN 


	County Code:

     
	Business Area:

     
	Personnel Area (FEIN):

     

	Position Eligible for Telework 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Position Eligible for Flextime 
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Position Eligible for Compressed Workweek

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	Unique Facility Identifier (UFI)
For more information see: UFI Search Feature
     

	Cost Center Codes

	COST CENTER
	PCT. (%)
	FUND
	FUNCTIONAL AREA
	COST OBJECT
	AFRS PROJECT
	AFRS ALLOCATION

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Date: 

     
	HR Designee’s Name: 

     
	HR Designee’s Title: 

     
	HR Designee’s Signature:

     

	Date: 

     
	Budget Designee’s Name: 

     
	Budget Designee’s Title: 

     
	Budget Designee’s Signature:
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