1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Administrative Secretary.
General Duties include:  This position serves under limited direction of the Director or other appropriate supervisor.  Responsibilities for this position include, but are not limited to; Compile minor reports and complete data on administrative and public reports, bulletins, questionnaires and other documents.  Take complex dictation.  Type a variety of complex and confidential correspondence.  Answer and screen telephone calls and answer inquiries, take complaints, follow up recommended action to determine if problems have been solved.  Attend and make arrangements for conferences, committee meetings, Board of Health meetings (which may include preparing the agenda) and make appointments for superiors and other staff.  Assist in preparing and monitoring the departmental budget, research and gather complex and technical source material for the preparation of reports, assist in composing and editing articles, speeches, etc.  Set up and maintain complex filing system, record incoming correspondence.  Serve as a representative for his/her supervisor in contacts with other employees, officials or the general public.  Design forms and reports.  May supervise.
Minimum Education, Training or Experience:  High School Diploma or GED and three (3) years of moderately difficult secretarial experience.  
Substitution for Education, Training or Experience:  Education and training in Public Administration, Business Administration, Accounting, Human Resources, Public Health, Community Health or closely related field may substitute for the required experience on a year for year basis. 
Starting Salary:  $10.70 - $13.27/hr negotiable with additional experience.  Grade 13
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) Administrative Secretary.
Starting Salary:  $10.70 - $13.27/hr negotiable with additional experience.  Grade 13
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.

