>
SCHOOL DISTRICT

Position Title: Secretanyll PCN:
i Location/
Department/School: | SchoolChoice 75 CalhounStreet
P Address: | CharlestonSC29401
Reports to(Title SeniorProjectManager Directorof IP Work _ _
only): Hours 9:00 am to 1:00 pm

Salary/Position

Category: ] Non-Certified Administrator ~ [_] Certified Administrator ~ [=] Non-Exempt Hourly ~ [] Teacher

Class Title/ DBM B21 Temp

(to be completed by E?;I;;;an #

HR)

Travel Required Minimal travelrequired FLSA ] Exempt
Status [=] Non-exempt

Job Description

JOB PURPOSE/REASON:

To performsecretariaandgenerabffice andsoftwaresystenrelateddutiesundergenerakupervisiorin conformancevith
establisheanethodsandproceduresServesasa liaisonbetweerparentsteachersandadministratorgluringthe SchoolChoice
process.

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent ~ [=] Associate’s Degree [_] Bachelor’s Degree
[ ] Master’s Degree [] Other

EXPERIENCE & TRAINING:

2 yearsof secretariabxperience.
Proficientin the useof Microsoft Office to includeWord andExcel; knowledgeof office practicesandproceduresknowledgeof
GoogleSuite.Comfortableworking with softwareapplications.
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LICENSING/CERTIFICATION:
N/A

OTHER SKILLS/REQUIREMENTS:

*Excellentorganizationaskills;
*Excellentverbalandwritten communicatiorskills;
*Ability to work well with all levelsof CCSDpersonnel
*Able to interactivepositivelywith irate callers

PREFERRED QUALIFICATIONS:

Associateslegreeor Vocationalor technicaltrainingin Microsoft applicationsanddatabases

Familiarity with methodsandterminologyto performspecificassignmentsith MUNIS, GMail, Excel,and Access.

Comfortableworking with differentsoftwaretoolsandsystems.

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: __ # of non-exempt/classified ____ # of exempt/administrators/teachers
Indirect Reports: ___ # of non-exempt/classified ___# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

* Classifies sorts,andfiles office material;

* Sortsanddistributesmail;

« Collects,processeentersdataandfiles SchoolChoiceformsandparentnotifications;
» Maintainsandfiles recordsrelatedto the Department;

» Answersandscreengelephonecalls, takesmessageseceivesanddirectsvisitors;

» MaintainsSchoolChoicecall log;

* Troubleshootsssueswith SchoolChoiceapplicationsandresolvesor contactsaappropriatgerson;

* Collatesandassembleprintedmatter;

* Providesclericalassistancéo otheroffice administratoraiponsupervisor'sequestand
 Performsall otherdutiesasassignedy the designatedupervisor

Assistuserswith accounfproblemsyunningandformattingreports.

Creatingandeditingendusermanualor videos.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

» Keepsthe office organizedncluding standardsassessmentanits of study,workshop/testingnaterialsgtc;

Comfortablewith multitaskingandpossiblefastpaceworking days.

SECONDARY POSITION RESPONSIBILITIES

PHYSICAL/MENTAL REQUIREMENTS:

Must be ableto handlefastpacedhigh volumeenvironmentandmaketime-sensitivadecisionsvhenworking on a daily basiswith
confidentialtestinginformation.Must be ableto meetdeadlinesandbeflexible to daily routines.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be

misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Date
Associate/Chief/Executive Date
Director

Superintendent (if applicable) Date
Human Resources Date

HR Form, Revised 2/28/2014




	Position Title: Secretary III
	PCN: 
	DepartmentSchool: School Choice
	Location Address: 75 Calhoun Street
Charleston, SC 29401
	Reports toTitle only: Senior Project Manager, Director of IP
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: B21
	Position  of days: Temp
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Minimal travel required
	undefined: Off
	undefined_2: On
	High School Diploma or Equivalent: Off
	Associates Degree: On
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: • Classifies, sorts, and files office material;

• Sorts and distributes mail;

• Collects, processes, enters data and files School Choice forms and parent notifications;

• Maintains and files records related to the Department;

• Answers and screens telephone calls, takes messages; receives and directs visitors;

• Maintains School Choice call log;

• Troubleshoots issues with School Choice applications and resolves or contacts appropriate person;

• Collates and assembles printed matter;

• Provides clerical assistance to other office administrators upon supervisor’s request; and

• Performs all other duties as assigned by the designated supervisor

Assist users with account problems, running and formatting reports.

Creating and editing end user manuals or videos.


	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Job Purpose: To perform secretarial and general office and software system related duties under general supervision in conformance with established methods and procedures. Serves as a liaison between parents, teachers, and administrators during the School Choice process.
	L/C: N/A
	other skills: *Excellent organizational skills;
*Excellent verbal and written communication skills; 
*Ability to work well with all levels of CCSD personnel
*Able to interactive positively with irate callers                                       
	Preferred Qualifications: Associates degree or Vocational or technical training in Microsoft applications and databases                     
Familiarity with methods and terminology to perform specific assignments with MUNIS, GMail, Excel, and  Access.
Comfortable working with different software tools and systems.

	Primary Cont'd: • Keeps the office organized including standards, assessments, units of study, workshop/testing materials, etc;

Comfortable with multitasking and possible fast pace working days.



	Secondary: 

	Physical: Must be able to handle fast paced, high volume environment and make time-sensitive decisions when working on a daily basis with confidential testing information. Must be able to meet deadlines and be flexible to daily routines.
	Exp/Training: 2 years of secretarial experience.
Proficient in the use of Microsoft Office to include Word and Excel; knowledge of office practices and procedures; knowledge of Google Suite. Comfortable working with software applications.
	Text12: 9:00
	Text13: 
	Text12 12: 1:00


