
MISSAUKEE COUNTY 

Job Descriptions   September 2022 

 
Title:   Office Secretary Part Time      Department:   MSU Extension     

 

Purpose: 

 
To perform secretarial duties 20 hours per week, including typing, word processing, 

bookkeeping/accounting, filing and basic office management procedures. 

 

Responsibilities: 

 
1. Process/sort incoming mail for Director, 4-H Program Assistant, Dairy Agent and 

Food & Nutrition Program Assistant.  Maintain penalty mail 

2. Handle incoming telephone calls for staff person(s). 

3. Keep Monthly calendar for staff person(s) (update weekly.) 

4. Organize workshop materials, including ordering of materials, type and assemble 

handouts, process registration forms, copying, etc. 

5. Gather, compile and type data for reports (weekly, monthly, annual.) 

6. Type and process general correspondence, including monthly news bulletins, third-

class bulk mailings, weekly news releases, etc. 

7. Make arrangements for conference calls, meetings, travel, etc. 

8. Maintain general office filing system (administrative and subject matter files.) 

9. Basic accounting, monthly bookkeeping records and weekly bank deposits.  Type 

office supply requisitions, pay vouchers, travel expense sheets. 

10. Process soil samples, receiving soil and field information from customers, processing 

for MSU Soil Lab, returning and filing recommendations. 

11. Take data on insect, plant and tree specimens for identification and control 

recommendations. 

12. Maintain 4-H records on a continuous basis. 

13. Maintain and order office and bulletin supplies. 

14. Update bulletin board and free materials 

15. Maintain office mailing lists, establish new ones and periodically update old ones. 

16. Attend staff meetings as called by the Director. 

17. Any other assignments or tasks as appropriately assigned by the Director or 

professional staff. 

 

Qualifications: 

 
1. Ability to work independently under some pressure, deadlines and frequent 

interruptions. 

2. Possess good communication skills and use of correct grammar. 

3. Possess a good sense of mature judgment and responsibility. 

4. Ability to edit and compose general correspondence. 

5. Willingness to learn specific departmental policies, procedures and regulations. 

6. Possession of high school diploma or GED equivalent. 

7. Accurate typing at 60 wpm. 

 

 

 



MISSAUKEE COUNTY 

Job Descriptions   September 2022 
 

Title:   Office Secretary Part Time      Department:  MSU Extension (continued)   

 

8. Working knowledge of computer word processing (Microsoft Office Suite) and other 

basic office equipment. 

9. Two- or three-year’s secretarial experience and/or related training. 

 

Responsible To:  Extension Director, who is in turn responsible to the Board of Commissioners.   

 

The above statements are intended to describe the general nature and level of work performed by 

people assigned this classification.  They are not to be construed as an exhaustive list of all job 

duties to be performed and may include any other duties as assigned. 

 


