
 ALPINE UNISERV 

39 South 400 West 

Orem, UT  84058 

 

 VACANCY ANNOUNCEMENT - UNISERV SECRETARY 

 

 

Job Summary 
 

The UniServ Secretary will serve the Alpine Director, Alpine Executive Board, and the Alpine 

Council. 

 

Responsibilities include taking minutes, preparing agendas, maintaining records and files, 

calendar of appointments, updating the website, dental enrollment and dental reconciling 

monthly both with the dental companies and the Alpine District Office, membership enrollment 

and reconciling monthly both with UEA and the Alpine District Office, correspondence, travel 

arrangements and work related to Rep meetings, and committees.  Activities will also include 

assisting visitors, referring calls, sorting mail, making preparations for and other meetings, 

organizing office space, Alpine Bookmark, and performing miscellaneous duties and other 

assignments the UniServ Director and Executive Board Assigns. 

 

 

Skills and Education 
 

Must demonstrate basic competence in reading, speaking, writing and simple arithmetic.  

Knowledge of grammar and spelling is required. 

 

Computer skills must be proficient in Microsoft Office applications (Word, Excel, PowerPoint, 

and Outlook).  Other programs used are, Citrix, and Adobe Photoshop.  Data entry, filing, 

copying, ability to work under pressure and meet deadlines and a typing speed of 70 WPM is 

required.   

 

Knowledge of accessing the Internet and ability to send e-mail is a must. 

 

Good public relations and excellent phone skills are necessary.   

 

Experience 
 

Experience in public relations, organization and management would be helpful.  The applicant 

must be able to establish own work priorities under the direction of the director.  Previous 

secretarial experience and insurance knowledge preferred. Website design and maintenance also 

preferred. 

 

Work Experience 
 

Four years of experience as a secretary to top supervisory position and office management is 

preferred. 

 



 

Equipment 
 

Must be able to operate a computer, copy machine and fax machine. 

 

Assets 
 

Must be responsible for keys to the building, the security system, and all other assets of Alpine 

UniServ. 

 

Working Conditions 
 

This position may require work after hours.  The attitude required must be to do whatever is 

necessary to accomplish job expectations.  Overtime compensation is provided.  The candidate 

should be able to resolve conflicts and solve problems in a professional manner and work well as 

a team player.  Must be able to make decisions and be competent, professional and loyal. 

 

Some light travel is required with reimbursement provided. 

 

Salary 
 

The salary will vary on amount of experience and the number of days worked.  Salary ranges 

from $13.00 to $17.00 per hour based on a range up to 253 days a year for eight hours per day.  

The contract could range from 10 - 12 months.   Full health benefits are provided and Alpine 

UniServ participates in the Utah Retirement Program.  

 

Making Application for Position 
 

Please submit the following three items to Alpine UniServ, 39 South 400 West, Orem, UT 

84058, c/o Glenda Anderson by May 29, 2015. 

 

1. Application (available at www.alpineuniserv.org)  

2. Current Resume 

 

Call Alpine UniServ at 224-2055 ext. 5 if you have any questions regarding the position.  We 

can also be reached by FAX at 224-6137 or through e-mail at glenda@alpineuniserv.org. 


