POSITION SUMMARY
QUEEN’S UNIVERSITY - GENERAL STAFF
POSITION TITLE: Secretary
DEPARTMENT: Faculty of Engineering and Applied Sciences – Mechanical & Materials
POSITION NUMBER: 00122429
GRADE: 3
EFFECTIVE DATE: August 7, 2013
JOB SUMMARY:
Reporting to the Department Manager, the incumbent provides reception and secretarial support for
the department based out of the Nicol Hall office. This may include greeting and redirecting callers or
visitors, scheduling, word processing, mail distribution, and information processing, performing other
clerical tasks as required, such as filing and data entry. The incumbent will provide administrative
support to several individuals simultaneously.

KEY RESPONSIBILITIES:














Provide office support services in order to ensure efficiency and effectiveness within the
Mechanical and Materials Engineering offices in NicoI Hall and McLaughlin Hall
Communicate with students, staff, faculty and general public. This may be in person, over the
phone, or through email
Be the first point of contact in the Nicol office including providing basic information about the
department and programs and redirecting inquiries to the appropriate individual
Schedule and confirm appointments and meetings including maintaining a booking system for
Nicol Hall resources
Assisting in arranging meetings for department faculty, specifically for the Nicol Hall faculty
members
Provide clerical assistance for the staff in the McLaughlin Hall main office as needed.
Compose and distribute routine correspondence and department communications
Distribute Access Cards and keys within Nicol Hall
Maintain accurate records of key distribution details, safety orientation and other training taken
by staff
Distribute incoming mail and other material, preparing outgoing mail and courier deliveries,
tracking all courier deliveries
Set up and maintain paper and electronic filing systems for records, correspondence, and other
materials
Collect and disburse funds from petty cash and keep accurate records.
Monitor and order office supplies



Operate office equipment such as multifunction systems (scan, fax, copy), phone systems, and
computers (spreadsheet, word processing, database management, email, internet research)

REQUIRED QUALIFICATIONS:
Secondary school diploma with knowledge of basic office practices, computer skills and previous office
experience in a related area, or a one-year post-secondary program in office administration.
Consideration will be given to an equivalent combination of education and experience.

SPECIAL SKILLS:








Knowledge of the University's policies and procedures preferred.
Interpersonal and communication skills (both verbal and written) to perform reception duties
and deal with a wide variety of individuals from within the university and the general public.
Basic computer and office skills, in particular, working knowledge of the MS Office word
processing and spreadsheet package. Knowledge of Queen’s administrative software
(PeopleSoft) is an asset.
Willingness and ability to learn new technologies.
Attention to detail and accuracy, organizational and time-management skills, and ability to
maintain focus despite frequent interruptions.
Ability to work independently and as part of a team.

DECISION MAKING:




Prioritize work.
Key distribution to the appropriate individual.
Respond to general inquiries, and make decisions to redirect or refer to the appropriate
individual.

SIGNATURES:
Date

Incumbent

Manager

Department Head/Director or Designate

