SECRETARY TO

DIRECTOR OF SPECIAL EDUCATION/DIRECTOR OF PUBLIC RELATIONS

QUALIFICATIONS:

1.   Proficient secretarial skills

2. Good public relations and organizational skills

3. Basic knowledge of computer applications and office machines

4. Knowledge in office procedures

5. High school diploma

REPORTS TO:
Director of Special Education/Director of Public Relations/Superintendent of Schools

JOB GOALS:


To assist the administration in providing special education 

and public relation services; maintain efficient organization and timely completion of performance responsibilities; to work cooperatively with patrons, faculty, staff, and administration.  

PERFORMANCE RESPONSIBILITIES FOR SPECIAL EDUCATION:

1. Maintain confidentiality of records.

2. Update, prepare, and route monthly child count and caseload sheets to teachers.

3. Forward forms and information to district special education and related services personnel as requested.    

4. Maintain record of testing in an efficient, organized manner.  Receive test results and distribute properly.

5. Serve as contact person to schedule conferences with parents, teachers, and administrators. 

6. Maintain Special Education Department budget; prepare requisitions for travel expenses and purchases.

7. Make travel arrangements with travel agencies, hotels, and Altus Schools Department of Related Services. 

8. Provide teachers with special education forms and supplies from inventory. 

9. Arrange substitutes for bus aide absences.  This could include some evening phone calls.   

10. Maintain equipment list for department.  Tag new items and update to list.

11. Perform Medicaid billing for medical and health related services provided in the district.  Attend yearly service trainings.

12. Microfilm old/inactive records for storage and create a directory of these records.

13. Must be able operate independently, have exceptional organizational skills, and be able to prioritize projects to meet deadlines.

14. Maintain various district special education forms and distribute as requested.  

15. Assist with research for federal, state, and district policies, procedures, and mandates.  

PERFORMANCE RESPONSIBILITIES FOR PUBLIC RELATIONS:

1. Prepare and update the district’s Personnel Directory.  Route employee information forms to superintendent’s secretary, payroll, and the insurance clerk.

2. Take photographs of students and staff for school publications.

3. Proofread news articles for errors.

4. Type district sports schedule for activities calendar.

5. Maintain Key Communicator database.

6. Copy and disseminate district communications to staff and key communicators.  

7. Update email addresses in district computer used to send Board Meeting minutes.

8. Assist in set-up and decorating for special events.  

OTHER PERFORMANCE RESPONSIBILITIES:

       1.   Obtain microfilmed transcripts by request for the school district. 

2. Good knowledge of office support functions including telephone answering, filing, and reception, with the ability to multi-task several projects at one time.  

3. Additional duties as assigned by the Superintendent or his designee.

TERMS OF EMPLOYMENT:
Hourly rate and work year to be established by the Board.    Holidays and on call days will vary from year to year.

EVALUATION:


Performance of this job will be evaluated in 

accordance with provisions of the Board’s policy on evaluation of Support Services Personnel.
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