JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Secretary II – Middle/High School
DEPARTMENT: 


Middle/High School
SUPERVISOR: 

School Principal and/or and Business Manager on respective functions Immediate Supervisor(s)

Superintendent of Schools- General Supervisor.
JOB GOAL: 


To assure the smooth and efficient operation of the school office so that the office’s maximum positive impact on the education of children can be realized.
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.

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

· 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.

· Maintain accurate student daily attendance records.

· Maintain other student records, office correspondence and other pertinent data as required and accounts documentation.

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

· Principal’s secretary will collect, receipt, and direct all money transactions and maintain running balance on the cafeteria account and other accounts: (Example; lost textbooks, vending machines, activity funds, cafeteria funds and fund raisers etc…). In addition, monies must be deposited at Central Office within twenty-four (24) hours or earlier.

· Responsible for all cafeteria reports, reconciliation, student applications, meal accountability, school lunch applications, edit check, meal count and consolidation form, etc…

· Assist n typing all changes and adjustments in student schedules as directed by the principal or assistant principal.

· Maintains check-in and check-out attendance logs and prepares and submits payroll certification for all employees.
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· Assist teachers in preparing or ordering instructional materials or supplies as approved by the principal.

· Provide typing and clerical assistance for Middle/High School Principal.

· Input, enter and facilitate the updating of education information and other school bases information (student data, staff, personnel, etc…) through the Accountability Data System/Power School/Quality School Portfolio (QSP), as applicable.

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

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

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:   ????  10 1/2 Months of Employment / 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.
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EVALUATION: 
· Performance will be evaluated in accordance with provisions of Board Policy. To be evaluated by Middle/High School Principal.
This job description for Secretary – Middle/High School 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 – Middle/High School.

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:______________

Middle/High School Principal
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