PO SITION TITLE:

NMJIC SECRETARY

INDEPENDENT SCHOOL DISTRICT #31
POSITION JOB DESCRIPTION

P
e %

Band/Grade:

JOB SUMMARY {BASIC PURPOSE OF POSITION)

The NMJC School Secretary is the sole secretary with multiple
responsibilities for the school. She/he is essential to the educational
process to insure effective office operation and keep communication
open between students, parents, staff and schoot administration,

NOTE: The signature of the supervisor and empioyee indicates they
have read this job description and agree with its contents.

REGULAR ROUTINE DUTIES
List of things to accomplish
in major job function

% OF NECESSARY SKILLS
TIME KNOWLEDGE, ABILITIES
DWMAQ What you have to know to

accomplish duty or function

PEARFORMANCE STANDARDS
How wili you know the job is done?

“NOTE: Remember to list each major job function ptior to listing of routines, duties, skills and perfermance standards.

1.00

2.00

3.00
3.61

3.02

3.03

Utifization of Telephone

1. Receive and direct calls

2. Take/deliver messages

3. Route calls to other
offices in the district

Maintain confidentiality

Perform general office duties
Type for principal, facuity
and staff as assigned
Prepare lefiers, memos,
correspondence, reports
and cther materials

1. Edit
2. Type
Mait

1. Prepare ocutgoing mail

2. Sort and distribute incoming mail

20% D Knowledge of:
Proper telephone etiguette
Skills in human relations
Remain caim in an emergency
Ability to communicate effectively
with principal

100% D

1% D School district policy and general
procedures.

01% D Record keeping technigques
Possess excellent English grammar,
spelling and punctuation skiils.

05% D

No more than six complaints are received in gach
school year.
Confidentiality maintained 100% of the time.

Typed material is done with 95% accuracy.

Typed material is done with 95% accuracy.

When handling, receiving and sendir%g'{)i'-maii, is
done to the satisfaction of supervisor.




REGULAR ROUTINE DUTIES BAND/ % OF NECESSARY SKILLS PERFORMANCE STANDARDS
List of things to accomplish GRADE TIME KNOWLEDGE, ABILITIES How will you know the job is done?
in major job function DWMAQ What you have to know to
accomplish duty or function
3.04 Operate all office machines D Operate and maintain office Operation of office machines is accomplished to
t. Typewriter rmachines. the satisfaction of the supervisor.
2. Calculator
3. Copy Machine
4, Computer
5. Thermofax
&. Telephone
7. Paper shredder
3.05 Determines and maintains inventory W Inventory is maintained and tabulated 1o the
1. Tabulate supplies satistaction of the supervisor.
2. Determine amount neaded
3. Fill out requisitions
4, Check in supplies
3.06 Manage office procedures D Ability to communicate effectively The office functions to the satisfaction of the
1. Maintain neat and orderly office with principal, staff, students supervisor.
4.00 Maintain required records and D District policy, state and/or
reports. federal guidelines.
4.01  Check and submit time sheets 3] Knowledge of district Time sheets are submitted within guidelines
established.
4.02 Staff absentee reports 8} All staff absentee reports are recorded and
1. Record absences submitted to Central Office within established
2. Reguest for leave guidelines.
a. distribute
b. record
¢. submit .
4.03 Collect data for preparing D Organizational skilis Information is submitted within established
federal, state and district guidelines.
office reports
1. Update and maintain student
enrcliment counts for district.
4.04 Maintain student records 25% D Confidentiality Records. are up-to-date, accurate, and maintained

1. Register students

2. Set up student schedule
3. Set up student files

4. Record test resulls.

within established guidelines.
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REGULAR BOUTINE DUTIES BAND/ % OF NECESSARY SKILLS PERFORMANCE STANDARDS
List of things to accomplish GRADE TIME KNOWLEDGE, ABILITIES How will you know the job is done?
in rnajor job function DLW MAG What you have to know to
accomplish duty or function

g})O initiate and maintain files D Maintain accurate records Filed material is available upon request.

1. General office Ability io use time effectively

2. Student personnel Filing procedures

3. Staff personnel
6.00 Transfer students/assist due process 75% D Ability to perform under tension, When the handling, receiving and sending

1. Maintain confidentiatity regarding

student records

Prepare transcripts for mailing

Update district computer records

Revise building records

Request, record and file records

from previous schools

Complete and send appropriate

Special Education Due Process

forms and complete admittance/

discharge forms for each student
entering and leaving NMJC School,

8. Contact home school digtrict
special education department
request 1IEP and schoo! records
for each student entering

NMJC School,

7. Assign appropriate case
manager to each student,
matching disability area and
teacher certification.

8. Update and maintain student
enroiiment counts for district office

BN

o

7.00  Perform other duties as assigned by supervisor

7.01  Secure substitute teachers and staff
7.02 Monitor studenis sent to office for
disciplinary reasons

W
b

siressful sifuations and constant
interruptions.

Organizational skills

e

Organizational skills

of student records is done with accuracy.

Due Process forms were correctly completed.

Student files were developed correctly with all
necessary information and easily accessibie by
school staff.

Record of home schoo! district contacted requested
IEP and school records were placed in each student's

file.

Appropriate case managers were assigned to each

student based on siudent's handicapping condition.

information is submitted within established
guidelines

Substitute arrives as directed
Discipiine and order i$ maintained to the
satisfaction of the supervisor



