
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
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: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
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 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Auxiliary Services Officer
	PCN: 
	DepartmentSchool: Financial Operations
	Location Address: 3999 Bridge View Drive
N. Charleston, SC 29405
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Some travel required
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: 1. Bachelor's Degree in Business Management or related field;
2. Five (5)+ years experience in procurement or materials/inventory management including two (2)+ years supervisory experience
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: Daniel Prentice
	Date_2: 10/03/2024
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: Manage contracted auxiliary services such as managed print services, vending and coffee services as well as the oversight and
management of the archives and records activities by planning and directing the day to day operations of these services within
Financial Operations. Supervise staff and/or contracts for such activities to ensure fiscal responsibility and oversight of contracted
services as well as the proper management of archives and records for the District.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: N/A
	Text16: Computer skills using Microsoft Office Suite; 
Experience with an ERP system;
Ability to multi-task and work under time deadlines
	Text17: Experience overseeing warehouse operations in a large corporate or public entity environment and with negotiating standardized
managed service contracts.
	Text18: 
	Text19: 
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C52
	Reports toTitle only: Executive Director of Financial Operations
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Oversee dedicated staff in support of archives and records management activities in support of the CCSD warehouse;
2. Purchase supplies and coordinate compliance, retention, and space allocations in the warehouse;
3. Manage the relationship for the CCSD managed print services vendor, mail processing, and courier services;
4. Manage system-wide vending services contracts in compliance with USDA and other programmatic requirements in schools;
5. Manage boutique vending services contracts such as coffee, grab & go snacks, and other central office services;
6. Negotiate major contracts for services within the purview at dedicated renewal points;
7. Transition and implement new services when vendors exit at contract expiration to ensure continuity of operations;
8. Provide customer service to schools and other central offices on services within purview;
9. Review and process contracts, addenda, and invoices for managed services;
10. Remain aware and up to date on modern best practices for auxiliary technology and managed services;
11. Keep current on latest trends, developments, products, etc., in the assigned areas of responsibility and advises appropriate personnel accordingly;
12. Maintain administrative records and files in compliance with policies, regulations and best administrative practices;
13. Direct all personnel actions for persons supervised.
	Work Hours2: 5:00
	Text1: 
	0: 
	0: 2
	1: 0

	1: 
	0: 0
	1: 0




