JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Secretary III – Secretary to Counselor/Bilingual Program
DEPARTMENT: 


 ?????
SUPERVISOR: 

Reports to: 
Immediate Supervisor(s):

Coronado Middle and High School Principal

Coronado Middle School Counselor and the

Bilingual Director

General Supervisor: 
Superintendent of Schools

JOB GOAL: 


Counselor’s Secretary – To assist and relieve the Counselor of paperwork and routine chores so that he/she may devote maximum attention to the central matter of counseling individual students 

Accountability Data System Clerk – To enter and manage data required of ADS, Power School, QSP, and other required data, as applicable.
PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

Counselor’s Secretary:
· Assist in a confidential capacity with respect to a person who assists managers, supervisors and administrators and determines and effectuates management procedures or school board policies.

· Type letters and reports.

· Assist the Counselor(s) in scheduling student appointments.

· Prepare student cumulative folders.

· Help students find occupational information after they have had conference with the Counselor.

· Prepare report cards for distribution from official grade sheets.

· Record grades, extra-curricular activities and the like, on student records.

· Type schedule cards.

· Prepare reference forms with data provided by the Counselor(s).

· Accept identifying information from students newly enrolled in the school.

· Input, enter and maintain data related to Student’s Data Base through the Accountability Data System/Power School, QSP, as applicable.

· Log all out-going long distance telephone calls and fax transmittal.
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Bilingual Program Secretary:

· Assist and acts in a confidential capacity with respect to a person who assists managers, supervisors and administrators and determines and effectuates management procedures or school board policies.

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

· Welcome and maintain a log of visitors to the school and announces same to the Director.

· Perform the usual office routines and practices associated with a busy, productive and smoothly run office.

· Prepare, submit and verify all required reports and forms in a timely manner.

· Input, enter and maintain data related to the Bilingual and Federal Program Student’s Data Base through the Accountability Data System/Power School/QSP, as applicable.

· Receive and route all incoming mail and telephone call (log all out-going long distance call and fax transmittals).

· Take and transcribe dictation of various types to include: correspondence, reports, proposals, etc., and proofread at a high rate of accuracy.

· Maintain encumbrance records of specific programs and monitor an ongoing account of expenditures and balances per budget line item on assigned programs.

· Establish a sound filing system and account for all data and documents assigned to his/her care.

· Obtain gather and organize data required of the Supervisor.

· Assist teachers in preparing requisitions and ordering and picking up instructional materials or supplies as approved by the Director.

· Prepare requisitions applicable to other assigned programs as a form of collaboration.

· Type bilingual newsletter, weekly schedules of activities and self study for office of Civil Rights, applicable to Bilingual Education.

· Keep minutes of all Bilingual Advisory Council Meetings.

· Prepare and submit and/or hand deliver, if deemed necessary, financial documents or other documents to the SDE/Government Agencies and/or Non Profit Organizations.

· Assist in signing off, receiving, processing and distributing incoming and outgoing mail.

· Schedule meetings for Director, applicable to assigned programs.

· Keep appropriate logs and reports on file applicable to assigned programs.

· Assist in maintaining Inventory List of equipment.

· Assist in certification process.

· Attend meetings on behalf of Director, as applicable.

· Assist in communicating with other educational agencies/organizations/ associations and utilize available services in promoting the objectives of the programs(s).

· Facilitate meetings with parents and school personnel applicable to assigned program(s).

· Attend board meeting at the request of the Superintendent or his/her authorized designee.

· Perform other tasks as may be deemed appropriate and necessary the supervisor(s).
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MINIMUM QUALFICATIONS:


Experience/Education:

· High School graduate or satisfactory completion of the General Education Development (GED) Test.
· 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 45 w.p.m., at a high level of accuracy on the computer, knowledge in office procedures, filing, understanding of basic bookkeeping and accounting.
· Demonstrated knowledge of the purchasing procedure.

· CPR and first aid training preferred.
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.

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:   ????  11 Months of Employment (220 days) / 8 Hours Daily
Work schedule and hours to be established by the Board of Education on an annual basis, through the recommendation of the Superintendent (Pro-rated, if necessary)


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.

· To be evaluated by the Mid/High School Principal and Director of Bilingual Education.
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This job description for Secretary to Counselor & Bilingual Program 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 to Counselor & Bilingual Program.

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:______________

Director of Bilingual Education

Approved by: _________________________________ DATE: _____________

Mid/High School Principal
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