Job Description
Title: Secretary to Special Education Coordinator/s

Reports to:  Special Education Coordinator/s
Director of Special Education

General Summary: Assists in the smooth and efficient operation of the special education office by performing
a wide variety of clericalrad record keeping duties with minimal direction and assistance.

Essential Functions:

1. Answer phone, greet visitors, take and distdbuessages, respond to requests for information in
accordance with district policynd assist with written and electrordommunications with parents,
students, staff, and public using tasurtesy and professionalism. (25%)

2. Utilize authorized district and department procedures forms and databases, to collect, process and
retain required information. (25%)
3. Support special education coordinators in the detigm of their job respoitisilities by preparing and

distributing routine paperwork and correspondences. (25%)

4, Assists in maintaining Special Education Department budget and expenses, along with possible grant
monies, processes and accountfders, and retains appropridteokkeeping records according to
District procedures. (10%)

5. Assists in the coordination of arrangements for emarice attendance, organizes travel arrangements and
accounts for required forms from participants foppriate reimbursemeatcording to District
procedures. (5%)

6. Assist coordinators with the preparation of r@oamd makes needed arrangements for meetings. (5%)
7. Participates in meetings as requested, reacts t@ehaoductively, and perfornasher duties as assigned.
(5%)

Qualifications:

1. Education Level: High School Diploma or equivalent
2. Certification or Licensure: N/A
3. Experience desired: *Previous clerical experience desirable.

*Training in a school environment is desirable.

4, Other requirements: * Excellent oral and written communication skills including correct spelling,
grammar,and punctuation usage.

**Excellent computer skills including experience working with MS Office tools,
email, electronic calendars, and the Internet while having the desire and initiative to
learn other programs. Ability to type at least 55 wpm.

*Ability to establish and maintain coopéiree working relationshgs with staff and
others.

*Ability to maintain confidentiality.



Special Requirements:

Occasional Frequent Constant
1-32% 33 - 66% 67% +
1. StANAING oo e e reee e e i oabeee e s Xevevnn
2. WaAlKING e o oot e e e es —reeeee bbeebeereee taaeeae e Xeveeen
3 LS 1111 Vo P X
4, Lifting 15-20 1D MAX. coieiiiee i errreeeeees eriees e X
5. Carrying 5O OO ..oiiit o et e e X
6. Pushing / PUlliNg ..ot o e eiviies eneeeiieees X
7. Climbing / BalanCing........ . oo ecccies ceien ceeriaens X
8. Stooping / Kneeling / CrouchiddCrawling .........ccce voveeer vevviinens X
9. Reaching / Handling ......... . coeeooioiiiie s s ceeeriiiee reeeeeee s Xeweennn
10,  SPeaKING / HEAIMNG ..cooeiiis o it e ceeeraaaiies eeeeee e e e e e e e e e e et re et e e aaaaaaaaaaas X
11. Seeing / depth perception / COIOT.........uuuiiiiiiiiiiiiiiiieees iiees riereiieees ceveereseeesses com————rnnrens X

The statements herein are intended to describe the gantree and level of work being performed by employees
assigned to this classification. Thase not intended to be construedaasexhaustive list of all responsibilities,
duties, and skills required of personnelctassified. Responsibilities and dutassigned are at the discretion of the
supervisor and building priipal (or superintendent).

Employee Signature: Date:




