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TEXAS STATE UNIVERSITY
JOB DESCRIPTION

GRANT SENIOR SECRETARY – 7219 (Classified)
Under moderate direction, provides advanced secretarial and administrative support to a grant-funded project.
Supervision: 
Reports to Grant Director, Non-Faculty, Grant Director, Faculty, or Grant Coordinator.
May supervise Grant Secretary, Grant Clerk, or student workers.
Examples of General Duties and Responsibilities: 
Prioritize, schedule and coordinate general flow of work through office. Initiate work assignments as appropriate. Monitor due dates of all assignments, projects and associated intermediate steps for supervisor and track items due for timely submission. Train personnel how to implement policies and procedures. Analyze unforeseen problems and new situations as they arise during the implementation of policies and procedures and take steps to handle problem or situation. Identify areas where improvements can be made throughout the work unit in relation to administrative tasks and communication flow. Implement change and/or present recommendation to supervisor. Review a variety of periodic forms and reports being submitted to supervisor for accuracy. Manage and coordinate large events. Determine and maintain confidentiality of information. Supervise, train and evaluate assigned personnel. May be responsible for setting up a system to effectively allocate funds in each budget category, monitor expenditures and prepare Month End Reports, as well as assisting in the preparation of quarterly reports. May make independent spending decisions within the maintenance and operations budget; may evaluate cost effectiveness of spending decisions. Calendar meetings and appointments for supervisor and self. Type a wide variety of documents such as letters, memos, proposals, reports, publications, and grant proposals. Initiate action in order to complete periodic forms and reports and submit by established deadline. May tabulate travel advances, applications, and vouchers based on information provided by traveler; may itemize travel receipts. May make travel arrangements. Maintain complex files of correspondence, forms, reports, and other materials. Perform other duties as assigned.

Specific Duties and Responsibilities: 
(If applicable, describe any other job-specific responsibilities unique to this position which are not covered above.)



Knowledge, Skills, and Abilities: 
Knowledge of telephone etiquette, office procedures, methods, and equipment. Knowledge of principles and procedures of records management and reporting and designing complex filing systems. Knowledge of basic bookkeeping methods. Ability to coordinate a variety of work activities being conducted at the same time. Ability to understand and carry out verbal and written instructions. Ability to maintain logs, records and reports. Ability to organize a variety of work activities, and to proofread own and other’s work for ease of understanding, correct grammar, punctuation and typographical errors. May proof for accuracy of content. Ability to remember and assimilate information from a variety of letters, instructions and conversations and apply that information in order to make a decision in a given situation. Ability to adapt to changing situations and willingness to learn new methods. Requires physical ability sufficient to perform job duties. 






Specific Knowledge, Skills, and Abilities
(If applicable, list below any other specific knowledge, skills, and abilities required to perform the duties listed above).




Other Requirements: 
(If applicable, list licenses or certificates required by law, statue, ordinance, or regulation for entry into this position.)




Qualifications:
To qualify for this classification, an individual must possess any combination of experience and education that would likely produce the required knowledge, skills, and abilities.

Preferred Qualifications:
 (If applicable, list those knowledge, skills, abilities, education, and statements preferred of applicants. Include desired certifications and/or licenses.)




For the Grant Director:
I support the above description as an accurate representation of the employee’s job duties. 
Name (print):  ____________________________________________________________
 Title:              ____________________________________________________________                   

Signature:       ____________________________________________________________

Date:              ___________________________________________________
