JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Secretary – Executive Secretary/Administrative Assistant 
DEPARTMENT: 


Administration
SUPERVISOR: 

Superintendent of Schools
JOB GOAL: 

To assist and relieve the Superintendent of paper work and impediments so that he/she may devote maximum attention to the actual problems of education and educational administration.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Assist and act in a confidential capacity with respect to a person who determines and effectuates management procedures or school board policies.

· Serve as Custodian of Records whose duties are; at the directive of the Superintendent and respond to requests and provide reasonable opportunity and facilities to inspect records and to furnish copies of requested records within a reasonable time frame at the actual cost of the copies.

· Take and transcribe dictation of various types to include: board minutes, correspondence, reports, notices, personnel recommendations, proposals and proof read at a high level of accuracy.

· Maintain a systemic filing system of all confidential files to include personnel, and litigation files.

· Ensure that files and records are filed in a systemic and orderly fashion.

· Assist with developing of legal notices, faculty bulletins, district directory, legal

· advertisements, and personnel advertisements.

· Process all applications and file all the information that is necessary for personnel to be employed by the Jemez Mountain School District.

· Receive and process all out-going and in-coming correspondence.

· Obtain, collect and organize pertinent data as needed and develop a format for administrative use.

· Maintain a schedule of appointments and make arrangements for conferences, trips and interviews.

· Place and receive telephone calls and record messages as per assignment.

· Log all out-going long distance telephone call and fax transmittals.
· Review transcripts for salary increases and maintain service records with required criteria.
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· Perform some accounting and bookkeeping tasks associated with employment contract/agreements, budget preparation, receipting of money, salary endorsement forms, extracurricular increments and salary schedules.
· Assist in securing any and all required legal documents to include: Contracts, Employment Agreements and the official minutes of the Board of Education Meetings.

· Maintain time sheets and initiate certification for all employees assigned to the Central Administration Office and the school district.

· Welcome visitors and screen all unexpected callers

· Serve as the personnel assistant for licensed and non-licensed personnel; shall process applications and maintain a log, to include substitute(s).

· Initiate process of Back Ground Check with selected proper agencies, inclusive of Finger Printing for new employees as per board policy.

· Provide typing, clerical assistance to the Business Manager.

· Input, enter and maintain data relevant to personnel through Accountability Data System/Visions, as applicable.

· Prepare board packets and attend board meetings

· Facilitate social and food arrangements for meetings with the board of education, administration, and any other personnel that meets with the board, superintendent, or the director of instruction.

· Promote an environment/climate conducive to productive performance.

· Projects an over-all concern for overall appearance as it relates to job performance.

· Demonstrates and maintains ethical and appropriate behavior in accomplishing assigned duties.

· Assist the superintendent in scheduling of meetings, appointments, presentations on a daily, weekly, monthly basis.

· Perform other required administrative tasks deemed appropriate and necessary by the supervisor(s).

MINIMUM QUALFICATIONS:


Experience/Education:

· High School graduate or satisfactory completion of the General Education Development (GED) Test, plus any combination of college level education or stenographic and/or clerical work-totaling two (2) years and/or successful completion of a planned program in secretarial training.
· Experience as a secretary or equivalent work.
· Other qualifications determined necessary by the board.

Skills/Knowledge:

· Must have acquired competencies to include: typing at rate of 60 w.p.m., at a high level of accuracy on the computer, be able to transcribe at a rate of 80 w.p.m., knowledge in office procedures, filing, understanding of basic bookkeeping.
Physical Requirements:

· Sitting, standing, lifting, and carrying (up to 30 pounds) reaching, squatting, kneeling, and moving light furniture may be required.
· Use of rubber gloves relating to student injuries and illnesses.

· Use of universal hygiene precautions and procedures.
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Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality.   Interruptions of work are routine.  Flexibility and patience are required.  Must be self-motivated and able to complete job assignments without direct supervision.  After hour work may be required.
WORK SCHEDULE:
Contract Days:   ????  12 Months of Employment / 8 Hours Daily 

Work schedule and hours to be established by the Board of Education 


Hours Per Day:  ????  8 hours per day?
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.
EVALUATION: 
· Performance will be evaluated in accordance with provisions of Board Policy. 
This job description for Secretary – Executive Secretary/Administrative Assistant is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Secretary – Executive Secretary/ Administrative Assistant.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Superintendent
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