
  

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: Secretary III
	PCN: Location Specific
	DepartmentSchool: Location Specific
	Location Address: Location Specific
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Minimal
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Three years of secretarial or comparable experience.
Proficient in the use of Microsoft Office to include Word and Excel; 
Knowledge of office practices and procedures; 
Excellent organization and interpersonal skills; strong oral and written communication skills; ability to work well with all levels of CCSD personnel; and Knowledge of office management.



	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 
	JOB PURPOSE/REASON: To demonstrate exceptional interpersonal communication skills in interactions with faculty, support staff, students, business and industry representatives and parents as the principal’s representative. To perform executive secretarial and general office duties in accordance with established methods and procedures.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: N/A
	Text16: N/A
	Text17: Proficient in the use of computer applications including Microsoft Word, Excel, Access, email, MUNIS and ten-key touch calculator.
	Text18: • Demonstrates the ability to offer creative, innovative ideas and suggestions to improve the overall office operations;
• Takes an active role in providing expertise in achieving overall office performance objectives;
• Assists in P.T.A. activities as required;
• May serve as contact with DSS for Child Abuse and Neglect referrals;
• Makes arrangements for field trips;
• Coordinates school visits and appointments for business industry representatives and other community visitors;
• May assist with attendance as required by the principal, (i.e., records, contacting parents, student referrals);
• Serves as liaison between principal and school staff, parents, students, community representatives and the media;
• May deliver information and other data to sites off the school campus as directed by the principal;
• Completes accident reports and insurance claims;
• Participates in essential staff development activities;
• Performs all duties, functions and tasks as delegated by the principal; and
• Performs additional duties as assigned by the supervisor.


	Text19: • Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Sitting for extended periods of time; and
• Ability to sit, stand, or bend.

	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: B21
	Reports toTitle only: Principal
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: • Assumes responsibility for the overall secretarial needs of the principal;
• Assumes responsibility for the entry of information, confidentiality and when authorized by the principal, prepares confidential      statements concerning information extracted from the personnel files;
• Demonstrates and displays warmth, empathy and sensitivity in all contacts with school staff, parents and community representatives;
• Classifies, sorts and files correspondence and other data;
• Operates office machines such as copiers, computers, scanners, calculators and fax machines;
• Answers phones; takes messages;
• Responds to requests for information;
• Schedules appointments, reservations meetings and any other scheduled events as necessary;
• Types letters, forms and documents;
• Acts as the official office receptionist;
• Maintains inventory of office supplies and equipment and may order and store such supplies;
• Maintains time and payroll information sheets; and
• Assists with the maintenance of records regarding budget activities.

	Work Hours2: 
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




