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Chief information Security Officer & State Chief Privacy Officer as
well as staff in the Office of Information Security & Privacy: indepen-
dently formulates decisions &/or judgments involving non-legal inter-
pretation of policies & procedures fo resolve preblems: prepares cor-
respondence &/or reports; responds to correspondencs; reviews &
surmmarizes fiscal &/or operational or personnel reports; represents
supervisor at meetings or conferences with other agencies; researches &
prepares data for budget inclusion; assists in writing budget justifica-
tion; monitors spending & maintains fiscal records; communicates deci-
sions, directives & assignments to appropriate staff; reviews & summa-
rizes reports; coordinates acquisition & maintenance of office machines
such as telephones, copiers, computers.

Performs secretarial tasks: prepares confidential correspondence &for
reports; maintaing confidential files; maintains calendar & makes travel
arrangements for supervisor; takes & transcribes minutes of meetings;
handles sensitive telephone calls; channels calls to appropriate parties
for response.

Performs other related tasks as required: receives opens, logs, distri-
butes incoming mail; answers hone & screens calls; greets & directs
visitors; maintains inventory of general office supplies & orders as
needed; maintains files & retrieves information; prepares routine forms.

This position is unclassified per 124, 11(A)(9) of th'lo Reviscd‘Code.
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;,' & § Executive Secretary 20606651 Data Systems Administrator
(S Permanent | [ | Classified Overtime; B Eligible [ Exempt Bargaining Unit
- S 100 Temporary | [ Unclassified
o [ Intermittent | [ ] Essential if FLSA Exempt, exemption type: Page 1 of 2
NORMAL WORKING HOURS (Expiain unusual or rotating shift),
FROM:  8:00 am T0O: 5:00 pm
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowiedge, Skills & Abilities
50 | Provides secretarial & non-routine administrative support to the State Knowledge of (1) English grammar &

composition; {2) office practices & pro-
cedures; (3) standard filing systems; (4)
customer service technigues;

Skill in (5) operation of personal com-
puter & assoctated bardware/software
(e.g., MS Word, Excel, Outlook);
Ability to (6) write routineg business
letters, evaluations & records; (7) gath-
er, collate & classify information about
data, people, or things; {8} assess ques-
tions & provide appropriate information
or referral; (9) prioritize assignments &
meet deadlines.

Krnowledge of 1,2,3, 4
Skillin 5
Ability 0 6,7, 8,9

Knowledge of 1, 2,3, 4
Skillin 5
Abilityt0 6,7, 8,9
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