FLORIDA BAPTIST CHILDREN’S HOMES

POSITION DESCRIPTION

FOR

SECRETARY

Position Assignment
Title:
Secretary

Organizational Unit:
Division

Recruited by:
Area Administrator

Approved by:
Area Administrator

Working Relationships:
Reports to:
Area Administrator

Participates on Staff Team:
Works closely with all Florida Baptist Children’s Homes staff to enhance total programs.

Basic Functions:
To provide support services to appropriate personnel, programs and clients and to enhance the overall programs.

Basic Responsibilities:
1. Answer the telephone and direct calls to the appropriate person or voice mail, or take messages as appropriate.

2. Greet and direct visitors to the appropriate personnel.

3. Process all correspondence, typing, filing and dictation.

4. Maintain neat and up to date records as required.

5. Preserve the confidential nature of all work.

6. Attend staff meetings, as required.

7. Perform other duties as assigned by the Area Administrator.

Location Specific Responsibilities:
I have read, understand and agree with the position description for Secretary.
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