
 
 

 

 

 

 

 

 

 

 

 

 
SUMMARY: 

Work in this position consists of providing support services for the Office of Homeland 

Security and Emergency Preparedness. Primary functions focuses on secretarial duties 

consisting of filing, typing and/or data entry and assisting with preparation of monthly and 

quarterly reports.  Computerized data management applications such as spreadsheets, databases 

and word processing aimed at efficient and effective output are emphasized.  Other duties 

include the supervision of clerical personnel assigned to the emergency operations center upon 

activation of the center during an emergency event.  This position shall require the ability to 

work extra hours outside of the normal operating hours during emergencies. 

 
BASIC FUNCTIONS: 

1. Performs full secretarial functions of a highly responsible and sometimes confidential 

nature for the Director. 

2. Performs diversified administrative functions of equivalent responsibility and 

confidentiality. 

3. Typically operates with a great deal of latitude and independent judgment.  Duties are 

similar to those of the secretary classification but of a higher level of diversification. 

4. Activities involve close coordination with high level executives and their secretaries 

within the organization, as well as with organizations external to the Parish. 

5. Plans and carries out assigned administrative functions requiring considerable 

knowledge of the Parish’s method of operation. 

6. Prepares and processes various daily, weekly and monthly reports and statistics with 

limited supervision. 

7. Maintains supervisor’s schedule and assists in focusing on priorities. 

8. Prepares various documents such as letters, memos, forms, specifications, etc. 

9. Prepare and submit department payroll to the Accounting Department. 

10. Opens and sorts mail and performs other miscellaneous duties as assigned. 

11. Coordinates and maintains office supplies and general purchasing for the office. 

12. May be required to supervise one or more secretaries/clerks during periods of 

emergencies. 

13. Setups and coordinates the office for meetings, training and conferences. 

14. Other duties as assigned by the Director. 
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OTHER REQUIREMENTS: 

1. A high level of tact and integrity, due to frequency of high level internal and external 

contacts and high degree of exposure to confidential information. Position requires 

attention to detail and excellent organization skills. 

2. Willing to obtain basic training and certification on the National Incident Management 

System (NIMS). 

3. Good working knowledge of filing and other general office methods and practices. 

4. Ability to type at a minimum of 40 words per minute and demonstrate a good knowledge 

of punctuation, spelling and composition. 

5. Skill in the operation of modern office equipment and in the use of standard computer 

applications and the ability to learn new applications with limited assistance. 

6. Ability to receive and interact with incoming visitors, liaise with internal staff at all levels 

and interact with external personnel. 

7. Review office administration operating practices and implement improvements where 

necessary. 

8. Ability to supervise, coach and train additional administrative support staff. 

9. Willingness to work amended or extra hours when necessary to support the Department’s 

function, including working during tropical storms and hurricanes and other emergencies 

as designated by the Director. Position may require willingness to work a flexible schedule, 

overnight travel; overnight stays at the office and weekend and/or evening work. 

10. Must have information and gathering skills, problem analysis/problem solving skills and 

good judgment and decision-making skills. 

11. Must be able to work in a fast-paced, stressful setting during activation of the emergency 

operations center due to a natural or man-made disaster or event. 

 

EDUCATION/EXPERIENCE: 

1. High School Degree or equivalent plus six (6) years secretarial experience. 

2. Demonstrated ability to utilize a computer and/or supplemental courses in secretarial, 

clerical and/or computer applications is desirable. 

3. Any equivalent combination of training and/or experience may substitute. 

 


