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Job Description: SECRETARY II 

(SOLID WASTE DEPARTMENT) 
 
 
 

CLASS NO. 
 

2212 EEOC CATEGORY: 
 

Office & Clerical 

PAY GROUP: 
 

13 FLSA: 
 

Nonexempt 

 
SUMMARY OF POSITION 
 

Processes accounts receivable for department, answers service requests, and maintains departmental 

records, including equipment information, payroll, monthly reports, and etc.  
 
 

ORGANIZATIONAL RELATIONSHIPS 
 

1. Reports to: Director of Solid Waste and Office Manager 

2. Directs: This is a non-supervisory position. 

3. Other: Has contact with various governmental entities, other county employees, vendors, 

and the general public. 

EXAMPLES OF WORK 
 

Essential Duties* 

 
Answers and places telephone calls, including handling service requests, take messages, forwards 
callers, and completes forms as appropriate; answer two-way radio as required; 
 

Types routine letters, memos, and other correspondence and makes copies of documents as requested; 

establishes and maintains manual and/or computerized filing system; 
 

Handles accounts receivables, along with preparing and maintaining contractor agreements and recording 
necessary information; 

Assist office manager with payroll and purchase orders, during absences or as needed; 

Issue Solid Waste permits for residents requesting permission to haul trash to designed sites, including 

collecting money, recording necessary information, and writing receipts; 

 
Maintains and updates solid waste equipment and site location work orders, enter and maintain 
equipment records, database, etc., as necessary for proper and timely repairs and maintenance of 
equipment. 

Receive and count money, make change and prepare related reports; assure charged transactions are 

signed according to established procedures; 
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CLASS NO. 2212 (Continued) 
 

Operates scales to weigh incoming and outgoing vehicles at the County landfill; determine appropriate 

charges for vehicle entering facility; enter data into computer; 

 

Work cooperatively and jointly to provide quality staff and customer service.  
 

Other Important Duties* 
 

Performs such other related duties as may be assigned including assisting Office Manager. 
 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 
 

Knowledge of: basic and governmental accounting principles (GAP); and modern office practices, 

procedures and equipment. 

 
Skill/Ability to: operate a computer using standard word processing and spreadsheet software package; 

operate standard office equipment, including copy machine, fax, calculator, and typewriter; compile, 

analyze, and interpret data; establish and maintain effective working relationships with representatives 

of various governmental agencies, other county employees, and the general public; perform basic 

mathematical calculations; and demonstrate proficiency in both oral and written communication. 
 

ACCEPTABLE EXPERIENCE AND TRAINING 
 

High school graduation, or its equivalent, plus at least one year of clerical experience and the ability to 

understand, interpret and follow basic clerical instructions; 

 
Or any equivalent combination of experience, education and training which provides the required 

knowledge, skills, and abilities. 
 

CERTIFICATIONS AND LICENSES REQUIRED 
 

Appropriate Texas driver’s license, with acceptable driving record.  

Pre-employment physical/drug testing required. 


