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DEFINITION
Under administrative direction, provides executive secretarial and office management services in the administrative office of the District Superintendent.  This is the highest level secretarial classification in the district.  This is a "confidential" position meaning, any employee who is required to develop or present management positions with respect to employer-employee relations or whose duties normally require access to confidential information that is used to contribute significantly to the development of management positions. 

DUTIES
Acts as confidential secretary to the District Superintendent; Executes assignments of administrative detail as delegated; Acts as a key community and public relations officer; Interprets operational and administrative policy, rules, regulations, and procedures for staff, parents, and the public; Prepares board agendas and types and edits minutes of the meetings of the board of education; Attends board meetings as directed;  Screens and schedules appointments and maintains calendars for the District Superintendent and the district's use of facilities; Composes, edits, and prepares or supervises the preparation of correspondence, special reports, documents, and other materials independently or from brief, verbal, or written instructions; Assists in the preparation of regular and special reports for state and county offices and for public agencies; Exercises tact, diplomacy, and judgement in screening telephone calls and communicating with visitors and district personnel; Obtains, interprets, and gives out information to various parties and news media concerning the school district; Actively supports in the district integration program as appropriate for this job class; Establishes, maintains, and/or supports standards of personal conduct and discipline in accordance with the current discipline policy approved by the board of education; Maintains and update the Board Rules and Regulations; Operates word processing equipment and basic on-line data terminals and variety of other office machines; Works with other offices coordinating specific activities; Attends a variety of meetings and workshops and may record proceedings; Coordinates travel arrangements for the District Superintendent when travel is for school district business; Arranges group meetings; Serves as receptionist for the administrative office; Opens, date stamps, and distributes mail on a daily basis; Coordinates directly with school secretaries; Supervises the intradistrict distribution of various correspondence and materials; Assists students, faculty, administrators, staff, and general public by giving information or referring them to more appropriate sources; Maintains confidential and general records and files; Coordinates Interdistrict Attendance Agreements between schools and the county office of education; Verifies teaching and administrative service; Records certificated transcripts and credentials; Provides applicants with current information regarding the school district and the community; Plans and organizes office procedures; Leads the work of other clerical employees; May assist in the selection and training of administrative office personnel; May assist in the selection of new secretarial personnel, if requested; Assumes concern for the training and quality of secretarial personnel; Assists the District Superintendent in the recruitment and employment of qualified certificated and classified personnel; Exercises considerable independent judgement in solving work problems which require a knowledge of district rules, policies, procedures, and programs; Assumes responsibilities of other administrative office personnel in their absence; Performs other duties reasonably related to the job class.

MINIMUM QUALIFICATIONS
KNOWLEDGE:
Proficiency in composition, grammar, spelling, and punctuation; Computational and statistical skills; Thorough knowledge of district organization, policy, and standard procedures; Knowledge or the ability to learn the operation of word processing equipment and basic on-line terminals; Knowledge of basic principles of employee training and supervision.

ABILITY:

Skill in taking dictation rapidly and in transcribing it accurately and neatly; Ability to take dictation at 120 words per minute and to type at a net corrected speed of 80 words per minute;  Ability to exercise tact, diplomacy, and independent judgement; Ability to organize; Ability to train and lead the work of others; Ability to work tactfully, effectively, and courteously with people contacted in the course of work; Ability to communicate and work effectively with professional staff members, parents, and the public; Ability to recognize and aid in solving problems or referring to proper line authority; Ability to use good judgement in planning organizing the work load; Ability to understand and apply general instructions to specific situations; Good command of the English language, both oral and written.

EXPERIENCE:
The skills, knowledge and abilities listed above would typically be acquired through five years of progressively responsible full time, paid secretarial or office management experience within the last ten years, at the level of Secretary III or above; Experience in a personnel department of an organization is desirable, but not required; Graduation from a four year college with a directly related business or secretarial major may be substituted for three years of the experience requirement.

EDUCATION:

High school diploma or equivalent.  Advanced secretarial or business courses are desirable, but not required.
NORMAL TERMS OF SERVICE
Eight hours per work day, twelve months per year
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