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Employee Name (Print): _______________________________________


Reports To:	Chief of Police and Principal of DAEP/TILC
			
Dept/Campus:		Security Dept./DAEP/TILC			Pay grade: PP-6

Wage/Hour Status: 	Nonexempt					Date Revised: July 2022

This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION: 
Effectively provide assistance to the site administration and Police Chief with incoming calls, and the instruction, management, and supervision of students assigned to the DAEP program
Facilitate the efficient operation of the school administrative office and provide clerical services for the administrative staff.

QUALIFICATIONS:

Education/Certification:
High School Diploma or GED
Tele-communicator license required

Special Knowledge/Skills:
Proficient skills in typing, word processing, and file maintenance
Effective organizational, communication, and interpersonal skills
Ability to operate computer, PBX telephone system, and maintain accurate database information
Patient and calm demeanor with students and others

Experience:
One to three years of secretarial/clerical experience preferably in a public education environment

MAJOR RESPONSIBILITIES AND DUTIES:

1. Assist teachers, parents, and students and direct them to appropriate district personnel.

2. Comply with all federal and state laws, district and campus guidelines, regulations, routines, and operating procedures.

3. Type written correspondence and perform clerical tasks for assigned administrator and department.

4. Accurately maintain case files, personnel file, payables and update manuals, handbooks, and logs as assigned.

5. Assist in ordering, storing, and distributing supplies and equipment and the management of fixed assets of the campus/department.

6. Schedule meetings and appointments and maintain calendar of events for assigned administrator or supervisor.

7. Receive and properly route incoming calls and mail.

8. Assist in performing the managerial and organizational tasks related to the daily operations of the program including the daily attendance, food counts, food inventory, supply requests, student grades, orientations, and other tasks as requested by administrator.

9. Attend and participate in parent conferences, faculty and staff meetings, and professional development opportunities as requested.

10. Organize and maintain data and records on students.

11. Maintain a positive and effective relationship with co-workers, supervisors, district personnel, community members, volunteers, and district partners.

12. Enter requisitions for campus needs.

13. Deal sensitively and fairly with persons of diverse cultural backgrounds.

14. Articulate a positive image of the school district and school personnel

15. Assist in preparation of and management of the department(s) budget each fiscal year for the administration and general instruction functions if required.

16. Assist in the organization, preparation and documentation of ceremonies, workshops, award assemblies, etc. as needed.

17. Monitor personnel time records and other campus/department records using Skyward automated system, timesheets and payroll forms when needed.

18. Maintain an accurate knowledge base and comply with state, district and school policies and regulations concerning primary job functions.

19. Receive and dispatch calls for service.

20. Responsible for accurate input of data, maintenance of data and reporting of all PEIMS data for campus/department.

21. Assist in preparation of and management of the department budget each fiscal year for the administration and general instruction functions if required.

22. Request maintenance and technology work orders as needed.



EQUIPMENT USED:
Computer, printer, calculator, fax machine, copier, scanner, multi-line telephone system, and other modern office equipment. Two-way radio

WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service

Physical Demands:
Repetitive hand motions; ability to work with frequent interruptions; ability to lift and carry 50lb.



The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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