
 INDIAN CAPITAL TECHNOLOGY CENTER 

 NO. 4 
 

 JOB DESCRIPTION 

 

 

POSITION: Secretary- Adult Education/Evening Classes 

 

RESPONSIBLE TO: ACD Specialist, Muskogee Campus                

 

EDUCATION: High School Diploma, Prefer Business and Office Training 

 

CERTIFICATION: Not required 

 

EXPERIENCE: Minimum of three (3) years of secretarial experience.  Successful 

experience communicating with the public in person and via 

telephone. 

 

SKILLS: Excellent human relations and communications skills including 

telephone skills.  Able to perform responsibilities on own initiative 

with minimal supervision including planning, executing and 

completing assignments in a timely manner while managing 

multiple priorities. 

 

Skills in proofing and word processing as well as ability to compose 

and prepare correctly written communications. 

 

Proficient in microcomputer applications in word processing, 

spreadsheet and database with competence in Word, Excel and 

PowerPoint. 

 

Typing skills of at least 60 wpm with minimum errors.  Good math 

skills.  Records administration. 

 

OTHER: Must be able to work evenings and some weekends; 

 Mature, responsible, discreet. 

 Other duties as assigned. 

 

DEPENDABILITY: Punctual and regular attendance following a designated work 

schedule.  Must be able to work extended hours and additional 

days/evenings as required by position responsibilities. 

 

PHYSICAL/MENTAL 

STANDARDS: Able to read, comprehend and evaluate varied documents.  Able to 

stand for long periods of time and to move around the office area.  

Requires stooping, bending and pulling.  Requires lifting, handling 



and carrying of such articles as books, manuals, files, and job related 

items. 

 

EMOTIONAL EFFORT: Moderate to extreme.  Frequent deadlines requiring concentrated 

effort and overtime work.  Must be a self-starter.   Must have 

ability to prioritize time, assignments, and projects while handling a 

high volume of customer service and needs.  Able to handle high 

stress situations at peak periods. 

PERSONNEL 

CLASSIFICATION: Full-time; Support Personnel; non-exempt 

 

LENGTH OF 

CONTRACT: Twelve (12) months; 40 hours per week; SB12 Schedule 

 

PRIMARY FUNCTION: Provide secretarial support for the Adult Education/Evening Classes 

and assist the Adult Education Coordinator in maintaining quality 

service in a congenial, professional manner. 

 

 

 
"Indian Capital Technology Center does not discriminate on the basis of race, color, religion, national origin, sex,    

gender, age, disability, marital or veteran status.” 

  

 

Approved: 

 

 

___________________________________________         __________________ 

Signature of Employee      Date  

      

        

___________________________________________  __________________ 

Signature of Supervisor      Date 

 

 


