SECRETARY TO DIRECTOR OF CURRICULUM 

QUALIFICATIONS:

1.
High school Diploma

2.
Must be highly skilled with IBM computers

3.
Must have excellent secretarial skills

4.
Must be proficient in accounting and spread sheets

5.
Must be able to work with the public

REPORT TO:

Director of Curriculum Coordinator and Federal Grants  

JOB GOAL:

Provide support to the Curriculum and Federal Grants Director.

PERFORMANCE RESPONSIBILITIES:

1. Provide clerical support to the office of Curriculum and Federal Grants.

2. Coordinates yearly textbook estimate of need and adoption process for district.

3. Order all textbooks and maintain records on their dispersal.

4. Type letters, memos and answer phone for the director.

5. Maintain membership list and enroll new employees into the Unused Sick Leave Bank.

6. Complete reports and applications for Homebound Student program.

7. Type reports and applications for federal programs.

8. Prepare all purchase orders for director.

9. Inventory all materials and equipment as it arrives for federal programs.

10. Make copies as necessary.

11. Maintains copier, laminator and fax located in annex.

12. Maintains files and disseminates information for district professional development activities.

13. Maintain current catalogues for teachers and staff.

14. Develop forms as needed.

15. Orders and inventory all testing materials and disseminate information on security.

16. Coordinates and disseminates information from textbook and software salespersons throughout the district.

17. Collects, distributes, files all incoming mail for director.

18. Maintains log for checking out laptop computers available for district teachers’ use during the school year.

19. Updates curriculum using data bank software.

20. Disseminate current curriculum guides to district teachers.

21. Coordinate the completion/dissemination of yearly CLEP manual to district administrators/board members.

22. Performs any such task assigned by the Superintendent or designee.
TERMS OF EMPLOYMENT:
Minimum 261-day contract. Holidays and on-call days will vary from year to year.  Salary and work year to be established by the Board.
EVALUATION:


Performance of this job will be evaluated annually.

Reviewed and agreed to by:____________________________Date_______________

07/13/09


