1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Secretary.

General Duties include:  This position serves under moderate direction of the Director or other appropriate supervisor.  Responsibilities for this position include, but are not limited to; Compose routine correspondence, type bulletins, manuals, narratives and other documents using technical terminology, complete form letters.  Screen general telephone calls, personal visitors and incoming mail.  Assure uniformity of office correspondence, may coordinate the clerical work of the office.  Maintain supervisor’s calendar.  Gather narrative and statistical data, forms and documentation from a wide variety of sources.  Evaluate and collate into pertinent categories and arrange into proper format.  May keep a budget, posting all authorizations and expenditures and keep supervisor advised of balance and establish/maintain various office files under moderate supervision.

Minimum Education, Training or Experience:  High School Diploma or GED and two (2) years of experience in secretarial, clerical and general office duties of routine difficulty.

Substitution for Education, Training or Experience:  Education and training in Business Administration, Public Administration, Accounting, Public Health, Community Health or closely related field may substitute for the required experience on a year for year basis. 

Starting Salary:  $10.10/hr negotiable with additional experience.  Grade 10

Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.
															

2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Secretary.

[bookmark: _GoBack]Starting Salary:  $10.10/hr negotiable with additional experience.  Grade 10

Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  
Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.


