
CITY OF BATESVILLE 
Position Description 


POSITION TITLE: Secretary I 


Exempt (YIN): No DEPARTMENT: CEMETERYILANDSCAPING 
DATE PREPARED: DEC. 2010 SUPERVISOR: CEM.lLC SUPERVISOR 

SUMMARY 
The incumbent is responsible to maintain information for Supervisors using a computer 
spreadsheet application; maintain files; generate reports; communicate with customers and 
outside businesses; and other related duties. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 

1. 	 Answer telephone, communicate with citizens/public and provide appropriate problem 
solving. 

2. 	 Routine typing, filing, copying, etc. 

3. 	 Create purchase orders, and handle invoices. 

4. 	 Perform other related duties as required or assigned. 

RESPONSIBILITY FOR FUNDS, PROPERTY, EQUIPMENT, ETC.: 
HANDLING OF CASH OR CHECKS 

SUPERVISION RESPONSIBILITIES 
None. 

EDUCATION AND EXPERIENCE 
High school diploma or GED plus 6 months or more of related experience and/or training. 

LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Ability to write routine reports and correspondence. 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. 
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REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 
instructions. Ability to deal with problems involving a few concrete variables in standardized 
si tuations. 

CERTIFICATES, LICENSES, REGISTRATIONS 
Valid Arkansas Drivers License with clean driving record 

INTERNAL COMMUNICATIONS 
Regular contacts with Cemetery Supervisor; and within other departments as needed. 

EXTERNAL COMMUNICATIONS 
Regular contacts with suppliers, distributors, utilities, contractors, vendors, citizens and outside 
representatives as needed . 

USE OF EQUIPMENT AND/OR COMPUTERS 
Must be proficient in the use of a personal computer, printer, fax machine, copier, telephone, 
radio and other standard equipment. 

OTHER SKILLS AND ABILITIES 
Ability to utilize both internal and external resources to obtain information and data necessary to 
carry out routine assignments and special projects. Must have ability to establish and maintain 
effective working relationships with management and staff. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions and expectations. 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
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