
 

PLEASE POST FOR ALL APPLICANTS TO READ 

Macon Bibb County Government  

 
 

PURPOSE OF POSITION: 
 
Under general supervision, provides clerical support for the Mayor and performs 
administrative secretarial work of above average difficulty.  Work requires the exercise of 
considerable independent judgement and discretion in performance of duties, which may 
involve sensitive and confidential matters.  Work is reviewed through observation, reports, 
conferences and results achieved. 
 
PRIORITIZED DUTIES: 
 
Priority 1: Weight 15%  
Sends numerous communications (proactive and reactive) without Mayor’s review to 
department heads and various city and county officials while maintaining confidentiality of 
subject matter or persons involved. 
 
Priority 2: Weight 15%  
Maintains the appointment schedule for the Mayor, by communication with business 
representatives, private citizens, and a large variety of organizations and government officials. 
 
Priority 3: Weight 10%   
Establishes and maintains filing system.  Contacts department heads, city employees and other 
officials through the County Manager by phone or memo to receive updates on the status of 
specific projects. 
 
Priority 4: Weight 10%   
Arranges meetings of county, state and federal officials and prepares agenda and materials for 
meetings, as directed. 
 
Priority 5: Weight 10%  
Works independently in developing communications, reports, and other documents as needed.  
Prepares letters and memorandums for the Mayor as required. 
 
Priority 6: Weight 10%   
Requisitions expenses as assigned and maintains record keeping of individual accounts for 
budget purposes. 
 
 

POST DATES: 09/01/2016 – Until Filled  EEOC CODE: NA  CLASS CODE: NA 
 
Classification Title: Executive Secretary to the Mayor  
 
Job Class (Grade): NA         Annual Salary Range: $33,259.20 - $55,390.40 
 
Location: Mayor’s Office     Work Hours: 8:30 A.M. – 5:30 P.M.  
 
Supervisor’s Name: Robert A.B. Reichert, Mayor  Work Week: Monday - Friday  

                   
(X) REPLACEMENT   () NEW REQUIREMENT 

 
 



 

Priority 7: Weight 10%   
Drafts special letters and makes final editing on proclamations and other materials for 
meetings and ceremonies. 
 
Priority 8: Weight 10%  
Performs a variety of advanced administrative and clerical support duties.  Handles telephone 
inquiries and citizens’ requests of Mayor. 
 
Priority 9: Weight 5%    
Performs other unique and specialized duties within the department as appropriate such as 
coordinating special events, parties, invitations, and hostess duties at Mayor’s Night In. 
 
Priority 10: Weight 5%   
Makes travel arrangements for Mayor. 
  
 
SECONDARY JOB DUTIES: 
 

 Completes special projects and performs other miscellaneous duties as requested. 
 
EQUIPMENT OPERATED: 
 

 Personal computer, word processor, fax machine, copy machine, typewriter, calculator, 
and other assigned equipment. 

 
REPORTING RELATIONSHIP: 
 

 This position reports directly to the Mayor. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 

 Thorough knowledge of modern office practices and procedures.   
 

 Thorough knowledge of English grammar and spelling. 
 

 Considerable knowledge of personal computers and word processing and database programs, 
including the Microsoft Office Suite, and internet and e-mail services. 

 
 Ability to type difficult reports and correspondence accurately and with considerable speed. 

 
 Effective written and oral communication skills. 

 
 Ability to take notes from rapid dictation and transcribe them rapidly and accurately. 

 
 Ability to assume responsibilities with minimal supervision, exercise initiative, and handle 

routine matters independently. 
 

 Ability to meet and deal tactfully and courteously with people. 
 

 Ability to use discretion in handling sensitive information. 
 

 Ability to maintain effective working relationships with City officials, fellow employees, and 
with members of the general public. 

 
 



 

DESIRABLE EDUCATION AND EXPERIENCE:  
 
High school graduate or equivalent GED, with two (2) years college level courses in business 
administration or related field preferred, and 
 
Five (5) years progressive administrative level secretarial experience, with 3 years’ experience using 
advanced Microsoft Office applications (e.g., MS Word, MS PowerPoint, MS Excel, MS Publisher, MS 
Access, etc.). 
 

 
WORKING CONDITIONS: 

 
C Constant  (65% - 100% of day) 
F Frequent  (33% - 65% of day) 
O Occasional  (up to 33% of day) 
N  Never 
I Infrequently  (not done daily) 
  
O  Requires standing and walking         O  Operates various office equipment 
N  Adverse, hazardous, or unpleasant conditions N  Utilizes hand tools and maintenance equipment 
I  Operates motorized vehicles I  Physical activities such as bending, stooping, 

climbing, and crawling 
Lifts or Carries: 

O  10 lbs. or less I  11 – 25 lbs.  
I   26 – 50 lbs.  N  51 – 75lbs. 
N  76 – 100 lbs. N  100 lbs. + 
 
 
NECESSARY SPECIAL REQUIREMENTS: 
 
Must be able to type at sixty-five (65) words per minute. 
 
This position requires advanced skills in word processing, spreadsheet, & database design and utilization, 
including: 
 
Word-processing: Advanced skills and merge documents; create data source files, create & use templates 
& wizards. 
 
Spreadsheets: Advanced skills and use absolute cell references, use functions to sum, average, obtain 
minimums, maximums, and cell counts, freeze row & column headings: use shortcut keys; use what-if 
analysis: link workbooks; create charts with text. 
 
Database skills: Advanced skills and create customized forms; create validity checks; sort table records, 
add text; query multiple database tables. 
 

 
If you feel you qualify for the above position, you may obtain an application at the Human Resources 
Office or complete the General Application located at www.maconbibb.us.  Applicants who are not 
selected to fill the position will be notified by mail.  Position postings are to remain posted for at least 
seven (7) working days before the position is filled so that all applicants qualified for the position will 
have the opportunity to apply. 
 

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 

http://www.maconbibb.us/

