JOB DESCRIPTION

Administrative Secretary II – Middle School
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ADMINISTRATIVE SECRETARY II – Middle School
Employee Name (Print): _______________________________________
Reports To:
Principal 
Dept / Campus:
Middle School




Paygrade: PP-4
Wage/Hour Status: 
Nonexempt




Date Revised: December 2011
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

Facilitate the efficient operation of the school administrative office and provide clerical services for the school’s administrative staff.

QUALIFICATIONS:
Education/Certification:
High School Diploma or GED

Special Knowledge/Skills:

Proficient skills in typing, word processing, and file maintenance

Effective organizational, communication, and interpersonal skills

Patient and calm demeanor with students and others

Experience:

One to three years of secretarial experience preferably in a public education environment

MAJOR RESPONSIBILITIES AND DUTIES:
1. Assist teachers, parents, and students and direct them to principal, assistant principal, nurse, counselor, or other district personnel.

2. Type all written correspondence; receive and properly route incoming calls and mail to appropriate personnel.

3. Accurately maintain and update files, manuals, handbooks, and logs as assigned.

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

5. Assist in the preparation and documentation of ceremonies, workshops, or fire drills as needed.

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

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

8. Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions including state and local attendance and PEIMS policies when applicable.

9. Responsible for the system for handling student discipline referrals, documentation, data entry, contact of the appropriate administrator and maintaining reports and paperwork.

10. Work cooperatively with the attendance office to reconcile attendance and discipline records..

11. Maintain accurate administrative records and prepare required reports including PEIMS, and other campus reports.

12. Responsible for textbook distribution and collection.

13. Attend professional growth activities and training regarding PEIMS and other administrative functions.

14. Enter requisitions for campus needs.
EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, scanner, multi-line telephone system, and other modern office equipment

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/ Physical Demands:

Reading; ability to perform basic arithmetic, ability to communicate effectively (verbal and written), maintain emotional control under stress, manage others in a non-coercive manner, maintain a clear focus on customer delight, repetitive hand motions, prolonged use of computer, frequent interruptions, 
Moderate standing, stooping, bending, and lifting, 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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