
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Per forms highly d i ff icul t ,  complex and  responsib le  o ff ice  work requi r ing the  ab i l i ty to  take  and  

t ranscr ibe  d ic ta t ion e i ther  as  the  secre tary fo r  an adminis t ra t ive  o ff ic ia l  o r  as  the  supervi sor  o f  

an off ice  uni t ;  does  re la ted  work as  requi red .  This  c lass  i s  charac ter ized  by a  high degree  of  

secre tar ia l  o r  supervisory responsib i l i ty ca l l ing for  mature  o ff ice  judgment  and  for  knowledge  of  

the  po l ic ies ,  laws and  regula t ions  re la t ing to  the  p rogr am of  the  agency in  which the  posi t ion i s  

loca ted .  P r inc ipa l  Stenographer  i s  d is t inguished  from Senior  Stenographer  by re la t ive ly 

increased  secre tar ia l  responsib i l i t ies  resul t ing from the  scope  and  impor tance  of  the  p rogram 

tha t  the  super io r  adminis te rs ,  b y grea ter  complexi ty o f  re la ted  c le r ica l  dut ies ,  by supervis ion of  

a  la rge  number  o f  subord ina te  o ff ice  employees ,  o r  by any combinat ion of  these  fac tors .  The  

posi t ion of ten inc ludes  only a  l imi ted  amount  o f  taking and  t ranscr ib ing d ic ta t ion,  but  may 

requi re  ab i l i ty to  make  a  s tenographic  record  of  inte rviews,  informal  hear ings ,  o r  conferences .  

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  

 

Serves  as  secre tary to  an adminis t ra t ive  o ff ic ia l  by ass is t ing in  mainta ining contac ts  wi th  uni t s  

under  the i r  supervi s ion,  screening mater ia l  submit ted  by s ta ff  members  fo r  compl iance  wi th  

p rocedures  and  po l ic ies  before  fo rward ing i t  to  super io r  fo r  ac t ion or  dec is ion,  schedul ing 

appointments ,  answer ing a  var ie ty o f  inqui r ies  by te lephone  and  in  person,  and  by prepar ing 

answers  to  cor respondence  for  super io r 's  s igna ture ;  

Col lec ts  informat ion to  be  used  as  a  bas is  fo r  repor ts  and  memoranda ,  and  prepares  summar ies  

and  repor ts  o f  var ious  phases  o f  the  agency's  p rogram;  

Mainta ins  personal  f i les  fo r  super io r  and  supervises  a  f i le  sys tem for  the  agency;  

Receives  and  reads  a l l  mai l  addressed  to  super io r ,  personal ly answer ing rout ine  le t te r s ,  and  

a t taching background  mater ia l  to  those  re fer red  to  super io r ;  

May take  and  t ranscr ibe  s tenographic  records  o f  d iscuss ions ,  informal  confe rences ,  and  s imi lar  

meet ings;  

Subjec t  to  genera l  d i rec t ion from an adminis t ra t ive  o ff ic ia l ,  supervises  the  work of  a  number  o f  

c le r ica l  subord ina tes ;  

Assigns  work,  furnishes  guidance  whi le  work i s  in  p rocess ,  and  reviews f inished  work on 

comple t ion;  

Mainta ins  o ff ice  d isc ip l ine  and  t ra ins  new employees ,  and  ins t ruc ts  employees  on ind ividual  

p rob lems.  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Extensive  knowledge  of  modern off ice  p rac t ices ,  p rocedures  and  equipment ;  

Thorough knowledge  of  the  po l ic ies ,  laws and  regula t ions  re la t ing to  the  p rogram of  the  agency 

in  which the  posi t ion i s  loca ted  insofar  as  they are  necessary fo r  the  p roper  accompl ishment  

o f  the  dut ies ;  

Abi l i ty to  handle  rout ine  adminis t ra t ive  de ta i l s  inde pendent ly,  inc lud ing the  composi t ion of  

le t te r s  and  memoranda  wi thout  d ic ta t ion;  

High degree  of  ski l l  in  car rying on publ ic  re la t ion ac t ivi t ies  wi th  opera t ing off ic ia ls  and  the  

genera l  pub l ic ;  

Demonst ra ted  ab i l i ty to  take  and  t ranscr ibe  d ic ta t ion a t  a  high  ra te  o f  speed ;  

Abi l i ty to  supervise  and  ins t ruc t  the  work of  o thers ;  

Abi l i ty to  p roceed  independent ly in  so lving d i ff icul t  c le r ica l  p rob lems;  

Ini t ia t ive ;  

Resourcefulness ;  

Neat  personal  appearance .  

 

 

MINIMUM QUALIFICATIONS:  
 

Graduat ion from high school  o r  possess ion of  high school  equiva lency and  5  years  o f  exper ience  

in  c le r ica l  work which sha l l  have  involved  taking and  t ranscr ib ing d ic ta t ion.  


