Sequoia Union High School District

Job Description

JoB TITLE: Secretary/District Resour ce
REPORTS TO: Instructional Vice Principal
CLASSIFICATION: Classified

SALARY SCHEDULE: 15.0

WORK - YEAR / HOURS: 12 months / 7.5 hours
LOCATION: Various

BOARD APPROVAL:

DEFINITION

Under general supervision, to provide secretandl @erical support to a District administrator,
manager, and/or staff; to relieve the administratbroutine office details; to provide staff
assistance on departmental or program issues; noaidp direction to other clerical staff; and
to perform related work as assigned.

DISTINGUISHING CHARACTERISTICS

Secretary is the first level in the secretarial series. mbents typically perform responsible
secretarial and clerical work for a District admstrator or manager. Incumbents may provide
support to other staff and perform a wide varidtglaties in support of the daily operations of
their assigned program area. The work typicallymes a detailed knowledge of the programs,
policies and activities of the functional unit tdvieh assigned. This class is distinguished from
the Senior Office Assistant class, which may hareessecretarial duties, but as a lesser part of
the position's primary functions.

EXAMPLES OF DUTIES

» Performs a variety of secretarial, clerical an@@ministrative support functions not
requiring the immediate attention of the supervidor facilitate the successful
completion of the work unit's routine program(sjl/@n administrative operations;

* Screens incoming information, prioritizing and ageg materials and noting
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necessary actions taken or recommended; screensa@uimodates or refers
visitors and callers, interpreting their requestsl groviding information and
assistance related to program and policy issues;

Composes and types/word processes correspondere@pranda, notices and
various other documents from general instructiordiciation;

Schedules meetings and maintains appointment calenanakes all necessary
meeting and/or travel arrangements; compiles inéion and prepares agendas,
materials, and/or minutes; takes follow-up actismissequent to meetings;

Prioritizes and monitors work to ensure timely ctetipn; develops forms,
procedures and/or systems to coordinate and sireamborkflow; assists in
establishing and maintaining contact with individugroups, and organizations;
Researches, gathers and summarizes informationgreaniety of sources to prepare
a variety of materials such as but not limited trig@dic and special reports,
presentation materials, official records, and plhwrad financial documents;

Provides staff assistance on program issues; @atlgocesses, and transmits
information, maintains records, and coordinatesvities to ensure the smooth
functioning of routine program operations;

Acts as liaison and resource person between sgpefptiogram staff and schools,
parents, and the community; interprets and apjlissict policies and procedures;
may attend meetings and conferences and repommafmn and action items to
supervisor;

Establishes and maintains a variety of adminisatind confidential files and
records;

May direct and coordinate the work of student &asts and/or other clerical staff;
Operates varied office equipment, orders suppbes] performs related clerical
duties in support of office operations.

Perform minimal and occasional duties of districkvinterest when need arises. Not
to exceed three extra duty assignments betweenshdguand June 15 of any school
year. The twelfth month of employment is availatdeemployee at employee’s

option, to perform district resource responsitasitiull time.
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QUALIFICATIONS

Knowledge of:
Proper office methods and practices, includingespondence, recordkeeping, telephone
and secretarial techniques, filing systems, andadip@ of common office equipment and
computer hardware and software.
General knowledge of school district functionsigtions and regulations.
Procedures, operations and activities of the pirogarea(s) to which assigned.
Proper English usage, grammar, punctuation, vdaaband spelling.

Skill in:
Working independently and using sound judgmerttiwiscope of authority.
Interacting effectively with a diverse public adigtrict staff.
Accurately taking and transcribing notes/dictatiamd typing/word processing at a rate of
55 words per minute.
Compiling, organizing, composing, maintaining, @mseminating a variety of
information, reports, correspondence and records.
Clearly and correctly writing, reading and spegkimEnglish.
Analyzing situations and taking appropriate aridative actions.
Performing complex clerical and administrative kvand operating standard office
equipment including computers.
Establishing and maintaining effective workingateinships with those contacted in the
course of work.
Interpreting and applying relevant laws, ruledigies and other guidelines associated
with assigned functional area(s).

A typical way of acquiring the required knowledgkills and abilities might be:

Equivalent to graduation from high school, wittsimess training preferable, and one
year of clerical/secretarial experience.

PHYSICAL REQUIREMENTS

The physical abilities required of this classifioatmay include the following:

Vision which can be corrected to a level sufficiensuccessfully read hand-written, typed
and computer-generated information and data, dsawebmputer terminal displays.
Hearing and speech ability sufficient to enable mamication by telephone and in person.
Manual dexterity sufficient to use standard ofcglipment and supplies and to manipulate
both single sheets of paper and large documenefo(binders, manuals, etc.).

Physical ability to reach, bend and grasp in otddite and retrieve materials.

Physical ability to sit or otherwise remain statipnat work post for long periods.
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OTHER REQUIREMENTS

May require a valid California Driver License, amillingness and ability to travel to various
sites within the Bay Area.

Some positions may require the ability to speakd i@nd write in a language other than English.
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