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District Secretary/School

General Purpose:

*  Under direction of the Assistant Superintendent and or designee provides secretarial duties to
support assigned administrative personnel; communicating information to staff, student, and the
public.

Recommended Qualification:
*  Minimum of two years' experience inarelated field, preferably ina school district setting.
* High School diploma or equivalent.
*  Ability to perform clerical work with speed and accuracy.
* A work history demonstrating dependability and reliability.

Distinguishing Characteristics:
A District Secretary/Secretary is distinguished from other secretarial clerical staff in that they may
provide general office administrative support services and provide backup to otheradministrative staff.

Essential Duties and Responsibilities:
Duties listed below are intended only as illustrations of the various types of work that may be performed.
* Serve as a secretary to the administrative staff or designee, as well as, supports district
administrative staff.

*  Establish and maintain a variety of record keeping, reference and data collection systems at
school and district level (examples include but are not limited to: registrations, releases or
transfers students; student and staffattendance, substitute finder, purchase orders).

*  Performs health related duties for students.

* Handles general office functions such as phones, filing, and reception duties.

* Provides information concerning school and district policies, procedures and schedules as
appropriate; maintain school and district facility use calendar and assists with district events.
*  Establishand maintain effective rapport with students, parents, and community members.

*  Assists other district departments as needed.
*  Becomes a productive and active team member.
*  Otherrelated duties asassigned.

Ability to:
*  Build and maintain good relationships.
*  Operate a computer, use word processing, spreadsheet and other business software.,
*  Prepare clear, accurate and concise records and reports.



*  Maintain sensitive and confidential information.
*  Use tact, discretion and diplomacy in dealing with sensitive situation and concerned patrons.

Physical and Mental Demands:
Essential Job Functions:

Visual ability to read handwritten or typed documents, display screen of various office
equipment and machines.

Able to conduct verbal conversation.

Able to hear normal range verbal conversation (approximate 60 decibels).

Able to sit, stand, stoop, kneel, bend and walk.

Able to sit for sustained periods of time.

Able to climb slopes, stairs, steps, andramps.

Able to carry and lift 25 pounds.

Able to exhibit full range of motion for: Shoulder external rotation and internal rotation.
Shoulder abductions, adduction, extension and flexion.

Backlateralflexion.

Hip flexion and extension.

Knee flexion.

Physical: Good physical condition, able to pass District physical.

Term of Employment:
Work Year: 12 months
Salary: Range 27 of the Classified Salary Schedule
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SCHOOLSECRETARY District Secretary /School

General Purpose:
e Under general-supervision-direction of the Assistant Superintendent and or designee,

assigred provides secretarial duties to support assigned administrative personnel;
communicating information to staff, students and to the public.

Recommended Qualification:
e Minimum of two years’ experience in a related field, preferably in a school district
setting.
e High School diploma or equivalent.
e Ability to perform clerical work with speed and accuracy.
e A work history demonstrating dependability and reliability.

Distinguishing Characteristics:

A District Secretary/School is distinguished from other secretarial clerical staff in that they

may provide general office administrative support services and provide backup to other
administrative staff.
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Essential Duties and Responsibilities:
The duties listed beIow are mtended onIy as illustrations of the various types of work that may
be performed e :

e Serve as secretary to the administrative staff or designee, as well as, supports district
administrative staff.

¢ Establish and maintain a variety of record keeping, reference, and data collection system
at school and district level (examples include, but are not limited to: registrations,
releases, or transfers of student, student and staff attendance, substitute finder, and
purchase orders).

® Provides information concerning school and district policies, procedures, and schedules
as appropriate, maintain school, and district facility use calendar. Assists with district
events.

e Establish and maintain effective rapport with students, parents, and community
members.
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® Operate a computer, use word processing, use spreadsheets, and other business
software.

* Prepare clear, accurate, and concise records and reports.
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° Use tact, discretion, and diplomacy in dealing with sensitive situations and/or concerned
patrons.




Physical and Mental Demands:
Essential Job Functions:
®  Visual ability to read handwritten or typed documents, and-the-display screen of various
office equipment and machines.
Able to conduct verbal conversation.
Able to hear normal range verbal conversation (approximately 60 decibels).
Able to sit, stand, stoop, kneel, bend, and walk.
Able to sit for sustained periods of time.
Able to climb slopes, stairs, steps, and ramps, ladders:
Able to lift up to 25 pounds.
Able to carry up to 25 pounds.
Able to exhibit full range of motion for:
e Shoulder external rotation and internal rotation.
Shoulder abduction, ard adduction, extension and flexion.
Elbow flexion and extension.
Shoulder extension and flexion
Back lateral flexion
Hip flexion and extension
Knee flexion

Physical:

® Good physical condition, able to pass District physical
Work Year: 30 12 months
Salary: Range 27 of the Classified Salary Schedule
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