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 Pay Band 1 

ωStaff Print Secretary 

Pay Band 2 

ωStaff Secretary 

ωHealth Assistant 

Pay Band 3 

ωAccounting Clerk 

ωLibrary Materials Processor 

Pay Band 4 

ωSchool Secretary 

ωDepartment/ Central Office Secretary 

ωRegistrar 

ωConfidential Secretary 

ωPurchasing/Accounting Specialist 

ωSchool Accounts Secretary (school stores) 

Pay Band 5 

ωAdministrative Secretary 

ωAdministrative Secretary ς Facilities 

ωPrincipal Secretary 

Pay Band 6 

ωConfidential Specialist 

ωPayroll Specialist 

Pay Band 7 

ωBenefits Specialist 

ωConfidential Benefits Specialist 

ωPayroll Accountant 

Pay Band 9 

ωHuman Resources Specialist 

ωConfidential Executive Secretary 

ωHuman Resources Specialist - Subs 

Pay Band 12 

ωAssistant to the Controller 

 

Pay Band 10 

ωHuman Resources Specialist ς Non - Certified 
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Click to view Operations Performance Appraisal Rubric 
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Staff Secretary Job Description 
___________________________________________________________________ 
JOB TITLE:   Staff Secretary LOCATION:  School 

 
REPORTS TO:  School Administrator   FLSA STATUS:  Non-Exempt 

 
SALARY GRADE:  Sec Channel 1 REVIEW DATE:  April 2008 
________________________________________________________________________ 

 
POSITION SUMMARY  

 
Perform standard office duties involving word processing, database, and spreadsheets for school  
departments, subject areas and/or grade levels under the direction of School Principal.  Various  
responsibilities may be determined by school level and/or department (i.e. print room or library).   

 
SPHERE AND SCOPE OF INFLUENCE   

 
Position has school and community wide impact.  Daily contacts include students, teachers and 
parents. 

 
ESSENTIAL DUTIES 

 
Å Perform word-processing. 
Å Create databases. 
Å Perform receptionist duties. 
Å Interact with staff, students and community as required. 
Å Complete forms. 
Å Sort/distribute mail. 
Å Duplicate materials. 
Å Laminate materials. 
Å Maintain department records. 
Å Facilitate department ordering. 
Å Assume print room responsibilities. 
Å Assume library assistance responsibilities. 
Å Handle correspondence related to specific department responsibility.  
Å Maintain regular attendance. 

 
Å MARGINAL DUTIES 

 
Å Coordinate technology/AV equipment usage. 
Å Utilize DRA and Panda Technology Systems. 
Å Assist certificated staff members in supervising students. 
Å Assist with annual inventory, if applicable. 
Å Create displays. 
Å Assist in awards program. 
Å Support field trip preparation. 
Å Perform other duties as assigned. 
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Staff Secretary 

 
 
 

QUALIFICATION REQUIREMENTS 
 

Å High school education with a working knowledge of personal computer and computer software.  
Previous  

Å experience in standard office procedures involving word processing, database, and 
spreadsheets.   
 

PHYSICAL DEMANDS 
 

Å Standing, Sitting, Reaching, Grasping. 
Å Ability to lift an average of 30 pounds by hand.  
Å Mobility to move in and around the building. 

 
MENTAL DEMANDS  

 
Å Ability to communicate clearly both verbally and in writing. 
Å Ability to read, learn and respond to a variety of subjects related to the function of district 

operations. 
 

ENVIRONMENTAL CONDITIONS  
 

Å Typical office conditions:  Protection from weather conditions, but not necessarily from 
temperature changes.  Worker not exposed substantially to adverse environmental conditions.  

Return to Job Description Grid 



Print Secretary Job Description 
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Health Assistant Job Description 
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School Secretary Job Description 
_______________________________________________________________ 
JOB TITLE:  School Secretary/Registrar LOCATION:  School 

 
REPORTS TO:  School Administrator FLSA STATUS: Non-Exempt 

 
SALARY GRADE:  Sec Channel 2  
_______________________________________________________________ 
POSITION SUMMARY  

 
Perform standard office duties involving word processing, database, and spreadsheets under the direction  
of School Principal.   Manage student records and perform registrar responsibilities in accordance with  
state and District guidelines. Prepare invoices for payment using District purchase order system and  
perform other budget and accounting functions.     

 
SPHERE AND SCOPE OF INFLUENCE   

 
Position has school and community wide impact.  Daily contacts include students, teachers and parents. 

 
ESSENTIAL DUTIES 
Å Maintain student attendance/records. 
Å Manage all forms of student record keeping and reporting. 
Å Generate progress reports/report cards.  
Å Record grade changes and test scores. 
Å Support coordination of student Band schedules.  
Å Process registration/withdrawal of students. 
Å Issue work permits/college information. 
Å Maintain budget records for school/departments. 
Å Process purchase order requisitions/orders for payment. 
Å Maintain master calendar. 
Å Perform receptionist duties. 
Å Manage inventory/supplies. 
Å Coordinate discipline records/communications. 
Å Coordinate bus assignments; VST/Parkway. 
Å Submit and track work orders. 
Å Report emergency repairs. 
Å Maintains regular attendance. 

 
MARGINAL DUTIES 
Å Assist in field trip preparation. 
Å Manage Use of Premises. 
Å Communicate transportation information and issue bus passes.  
Å Document student early departures/late arrivals. 
Å Submit printing requests. 
Å Distribute and record building key assignments 
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Å Handle petty cash/postage. 
Å Complete periodic and annual reports/applications. 
Å Maintain regular attendance. 
Å Prepare for special events (i.e. assist in awards program, performances, etc.). 
Å Register voters.  
Å !ǎǎǳƳŜ ōŀŎƪǳǇ ŦƻǊ tǊƛƴŎƛǇŀƭΩǎ {ŜŎǊŜǘŀǊȅΦ 
Å Perform other duties as assigned. 

 
SUPERVISORY RESPONSIBILITIES  

 
No supervisory responsibilities. 

 
QUALIFICATION REQUIREMENTS 

 
High school education with a working knowledge of personal computer and computer software.  Previous  
experience in standard office procedures involving word processing, database, and spreadsheets.   

 
PHYSICAL DEMANDS 

 
Å Standing, Sitting, Reaching, Grasping 
Å Ability to lift an average of 30 pounds by hand.  
Å Mobility to move in and around the building. 

 
MENTAL DEMANDS  

 
Å Ability to communicate clearly both verbally and in writing. 
Å Ability to read, learn and respond to a variety of subjects related to the function of District 

operations. 
 

ENVIRONMENTAL CONDITIONS  
 

Å Typical office conditions:  Protection from weather conditions, but not necessarily from 
temperature changes.  Worker not exposed substantially to adverse environmental conditions.  
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JOB TITLE: Registrar LOCATION:  School 
REPORTS TO: School Administrator FLSA STATUS:  Non-Exempt 
SALARY GRADE: Secretary Pay Schedule REVIEW DATE:  July 2010 
    
POSITION SUMMARY 
Maintain data integrity of confidential student records using district web-based student information system in accordance 
with State/Federal Law and District guidelines.  Serve as district liaison for all Parkway families. 
 
SPHERE AND SCOPE OF INFLUENCE 
Position has school, district, state/federal reporting, and community wide impact.  Daily contacts include students, 
administrators, teachers, counselors, social workers, and parents. 
 
ESSENTIAL DUTIES 
1. Maintain data integrity of all confidential student records. 
2. Complete entire registration process of students prior to first day of attendance. 
3. Update and maintain with accuracy each studentôs and family memberôs demographic information. 
4. Monitor entry of grades.  Verify and ensure all grades are entered before processing report cards and transcripts. 
5. Complete withdrawal process immediately upon notification of student leaving the district. 
6. Investigate residency issues. 
7. Coordinate process of requesting and recording student records from previous schools. 
8. Process student record requests from other institutions (i.e. schools, colleges, subpoena, etc.). 
9. Issue student work permits. 
10. Maintain regular attendance and punctuality. 
 
MARGINAL DUTIES 
Perform other duties as assigned. 

 
SUPERVISORY RESPONSIBILITIES 
None 

 
QUALIFICATION REQUIREMENTS 
High school education with a working knowledge of personal computer, web applications, and computer software.  Previous 
experience in standard office procedures involving word processing student database, and spreadsheets.  Detailed-oriented 
with high degree of accuracy, team player who also works independently, strong interpersonal and organizational skills 
working in a fast-paced environment. 
 
PHYSICAL DEMANDS 
Standing, sitting, reaching, grasping, ability to lift an average of 30 pounds by hand, mobility to move in and around the 
building and district. 
 
MENTAL DEMANDS 
Ability to maintain confidentiality. 
Ability to make decisions independently. 
Ability to communicate effectively both verbally and in writing. 
Ability to read, learn and respond to a variety of subjects related to the function of District operations. 
Ability to interpret legal documents, district policies, and guidelines. 
 
ENVIRONMENTAL CONDITIONS 
Typical office conditions:  Protection from weather conditions, but not necessarily from temperature changes.  Worker not 
exposed substantially to adverse environmental conditions. 

 

Registrar Job Description 
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Accounting Clerk Job Description 
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School Accounts Secretary Job Description 
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Central Office Job Description 
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Dispatcher Job Description 
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Field Trip Dispatcher Job Description 
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Library Materials Cataloger Assistant Job Description 
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Library Materials Processor Job Description 
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tǊƛƴŎƛǇŀƭΩǎ {ŜŎǊŜǘŀǊȅ Wƻō 5ŜǎŎǊƛǇǘƛƻƴ 
__________________________________________________________________________ 
Wh. ¢L¢[9Υ   tǊƛƴŎƛǇŀƭΩǎ {ŜŎǊŜǘŀǊȅ  LOCATION: School 

 
REPORTS TO:  School Administrator FLSA STATUS:  Non-Exempt 

    
SALARY GRADE:  Sec Channel 3 REVIEW DATE:  April 2008 
__________________________________________________________________________ 

 
POSITION SUMMARY  

 
Perform standard office duties involving word processing, database, and spreadsheets under the direction  
of the School Principal.  Maintain attendance and personnel records for staff.  Assist Principal with school  
and District matters and prepare communications for specific assignments. 

 
SPHERE AND SCOPE OF INFLUENCE  

 
Position has school and community wide impact.  Daily contacts include students, teachers and parents. 

 
ESSENTIAL DUTIES 

 
Å Maintain staff attendance and personnel records. 
Å Update emergency information.  
Å Maintain in-service records. 
Å Process timesheets for staff.  
Å Type/file Summative reports/observations. 
Å Coordinate staff substitutes. 
Å Document staff development attendance/approval. 
Å tǊƻŎŜǎǎ ǘŜŀŎƘŜǊǎΩ Band schedules. 
Å Prepare correspondence for newsletters. 
Å Prepare staff and student handbooks. 
Å Develop buzz books. 
Å Maintain regular attendance. 

 
MARGINAL DUTIES 

 
Å Update directories and staff roster. 
Å Manage extra duty schedule. 
Å Coordinate telephone/building maps/intercom procedures.  
Å Assist with special events if applicable, (i.e. awards programs, performances, etc.). 
Å Update District policy and asbestos manuals, if applicable. 
Å Coordinate textbook orders for staff. 
Å Assume duties of school or staff secretary as needed. 
Å Liaison to community/parent organizations. 
Å Perform other duties as assigned. 
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SUPERVISORY RESPONSIBILITIES  

 
No supervisory responsibilities 

 
 

QUALIFICATION REQUIREMENTS 
 

High school education with a working knowledge of personal computer and computer software.   
Knowledge of  District/school policies.  Minimum of 2 years experience working in an office environment  
using procedures involving word processing, databases, and spreadsheets.  Excellent interpersonal skills  
and the ability to relate to diverse groups of people.   

 
PHYSICAL DEMANDS 

 
Å Standing, Sitting, Reaching, Grasping. 
Å Ability to lift an average of 30 pounds by hand.  
Å Mobility to move in and around the building. 

 
MENTAL DEMANDS  

 
Å Ability to communicate clearly both verbally and in writing.  Ability to work under pressure and 

to maintain confidentiality.   Ability to read, learn and respond to a variety of subjects related to 
the function of District operations. 
 

ENVIRONMENTAL CONDITIONS  
 

Å Typical office conditions:  Protection from weather conditions, but not necessarily from 
temperature changes. 

Å Worker not exposed substantially to adverse environmental conditions. 

Return to Job Description Grid 



Administrative Secretary Job Description 
___________________________________________________________________________ 
JOB TITLE:  Administrative Secretary  DEPARTMENT:  Operations 

 
REPORTS TO:  Building Administrator FLSA STATUS:  Non-Exempt 

    
   

SALARY GRADE:  Sec Channel 3 REVIEW DATE:  April 2003 
___________________________________________________________________________ 
 
POSITION SUMMARY  

 
Perform standard office duties involving word processing, database, and spreadsheets under the direction  
of a department director.  Maintain attendance and personnel records for staff.  Prepare invoices for  
payment using District purchase order system and perform other budget and accounting functions. 

 
SPHERE AND SCOPE OF INFLUENCE   

 
Position may have District and community wide impact   Contacts may include other District personnel,  
contractors, vendors, government agencies or District residents.    

 
ESSENTIAL DUTIES 

 
Å Assist District officials with administrative matters. 
Å Maintain staff attendance and personnel records. 
Å Create and revise correspondence. 
Å Maintain budget records. 
Å Prepare departmental programs and booklets. 
Å Process purchase order requisitions and orders for payment. 
Å Manage and maintain files.  
Å /ƻƻǊŘƛƴŀǘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ ŎŀƭŜƴŘŀǊΦ  
Å Prepare/organize meetings. 
Å Prepare mailings for interoffice and outgoing mail. 
Å Complete periodic and annual reports. 
Å  Handle public inquiries. 
Å Maintain regular attendance. 

 
MARGINAL DUTIES 

 
Å Perform receptionist duties.  
Å Maintain asbestos records and district manuals, if applicable.  
Å Assume duties of other office secretaries. 
Å Process and distribute mail. 
Å Handle petty cash/postage. 
Å Manage inventory/supplies.  
Å Submit printing requests.  
Å Perform other duties as assigned. 
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SUPERVISORY RESPONSIBILITIES  
 

No supervisory responsibilities 
 

QUALIFICATION REQUIREMENTS 
 

High school education with working knowledge of personal computer and computer software.  Minimum  
ƻŦ н ȅŜŀǊǎΩ ŜȄǇŜǊƛŜƴŎŜ ǿƻǊƪƛƴƎ ƛƴ ŀƴ ƻŦŦƛŎŜ ŜƴǾƛǊƻƴƳŜƴǘ ǳǎƛƴƎ ǇǊƻŎŜŘǳǊŜǎ ƛƴǾƻƭǾƛƴƎ ǿƻǊŘ ǇǊƻŎŜǎǎƛƴƎΣ  
databases, and spreadsheets. Excellent interpersonal skills and the ability to relate to diverse groups of  
people. Ability to work under pressure and to maintain confidentiality. 

 
PHYSICAL DEMANDS 

 
Å Ability to sit for long periods at computer, and also to reach, grasp and move in and around 

building. 
Å Ability to lift an average of 30 pounds by hand.  

 
MENTAL DEMANDS  

 
Å Ability to communicate clearly both verbally and in writing.  
Å Ability to function effectively in a multi-tasking, deadline oriented environment 
Å Flexibility to adapt to changing operational conditions  
Å Excellent interpersonal and public relations skills 
Å Ability to read, learn and respond to a variety of subjects related to the function of District 

operations. 
 

ENVIRONMENTAL CONDITIONS  
 

Å Typical office conditions:  Protection from weather conditions, but not necessarily from 
temperature changes. 

Å Worker not exposed substantially to adverse environmental conditions.  

Return to Job Description Grid 



Purchasing/Accounting Specialist Job Description 
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Accounts Payable Specialist Job Description 
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Confidential Executive Secretary Job Description 
______________________________________________________________________________ 
JOB TITLE: Confidential Executive Secretary         DEPARTMENTS:  Multi-unit Departments 
 
REPORTS TO:  Superintendent, Assistant Superintendent or Director of multi-unit  
departments 

 
SALARY GRADE:  PS&C (Grade 15C)  FLSA STATUS: Non-Exempt 
____________________________________________________________________________ 

 
POSITION SUMMARY   

 
This is a senior level secretarial position that supports the administrative needs of the 
Superintendent, Assistant Superintendent or an Administrator who manages a Division or a  
variety of affiliated departments managed by Director(s) or Managers(s) reporting to the  
Supervising Administrator. The position frequently handles confidential matters including sensitive  
correspondence and reports from the Superintendent and/or the Board of Education.  In addition,  
the confidential executive secretary position performs office duties involving word  
processing, database, and spreadsheets under the direction of the Division Administrator.  
Assist Administrator by preparing communications for specific assignments,  
handling confidential correspondence, doing research and preparing reports as requested.   
The position provides coordination and support of the Administrators work with human  
resources, budgeting, purchasing, project coordination and tracking, policy and  
procedural matters, calendar maintenance and filing systems.   

 
SPHERE AND SCOPE OF INFLUENCE  

 
This highest-level district secretarial position is distinguished from other secretarial positions by  
the scope of the position which supports a variety of affiliated departments or programs.  The  
position has district and community wide impact.  Working relationships may include other district  
personnel, contractors, vendors, government agencies, school personnel or district residents.  At  
times t his position takes on responsibilities that directly interact with the Superintendent of  
Schools and the Board of Education. 

 
ESSENTIAL DUTIES  

 
Å Directly support the administrative needs for a variety of affiliated departments or programs 
Å IŀƴŘƭŜ ŎƻƴŦƛŘŜƴǘƛŀƭ ƳŀǘǘŜǊǎ ǿƘŜƴ ƴŜŜŘŜŘ ǿƛǘƘ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΣ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ /ƻǳƴŎƛƭ ŀƴŘκƻǊ ǘƘŜ .h9 
Å Create and revise (confidential) correspondence, memos, charts, tables, graphs, business plans, visual 

presentations, etc. 
Å Maintain and coordinate calendar for Director/Assistant Superintendent 
Å Maintain budget records 
Å Schedule and organize complex activities including preparing/organizing meetings and department activities 
Å Complete periodic and annual reports 
Å Handle public inquiries 
Å Process purchase order requisitions and orders for payment 
Å Manage and maintain files 
Å Process mail and determine level of priority 
Å Update emergency information 
Å Prepare mailings for interoffice & outgoing mail 
Å Update district policy and manuals as directed by management 
Å Liaison to community/schools 
Å Maintain regular attendance 

 
MARGINAL DUTIES  

 
Å Assist with special events if applicable 
Å Work within a team on special and nonrecurring and ongoing projects 
Å Perform other duties as assigned 
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SUPERVISORY RESPONSIBILITIES 
 

No supervisory responsibilities       
 

QUALIFICATION REQUIREMENTS  
 

Å !ǎǎƻŎƛŀǘŜΩǎ ŘŜƎǊŜŜ ƻǊ {ŜŎǊŜǘŀǊƛŀƭκ.ǳǎƛƴŜǎǎ /ƻƭƭŜƎŜ ŘŜƎǊŜŜ 
Å Excellent computer skills including proficiency in Word, Excel, Access and PowerPoint with working knowledge of 

advanced features of Microsoft Office programs; able to train more junior secretaries 
Å Knowledge in budget preparation, review and analysis 
Å Knowledge of district policy and procedure 
Å Deadline and detail oriented 
Å Strong problem solving skills and a strong orientation to office management 
Å Skill and experience in supporting Human Resource functions 
Å Familiarity with schools, school administrators and support functions 
Å Excellent interpersonal and communications skills to handle sensitive and confidential situations.  Position 

continually requires demonstrated poise, tact and diplomacy 
Å Strong interest in teamwork approach 
Å Excellent writing, proofreading and editing skills 
Å Experience mentoring other Operations Staff personnel 
Å Able to work well with all levels within the district and with outside agencies as required 
Å Page 3 
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PHYSICAL DEMANDS  
 

Å Sitting, standing, reaching, grasping; may include long periods of sitting at desk using computer and repetitive 
wrist motion; ability to move in and around buildings or to leap over tall buildings whenever needed 
 

MENTAL DEMANDS 
 

Å Ability to communicate clearly both verbally and in writing   
Å Excellent interpersonal and public relations skills  
Å Ability to work under pressure and to maintain confidentiality 
Å Ability to read, learn, and respond to a variety of subjects related to the function of a variety of departments  
Å Continual attention to detail and close visual acuity in order to perform such activities as composing, typing, 

preparing data and figures, viewing computer terminal, reading and inspecting documents 
Å Able to work in a fast paced environment with demonstrated ability to juggle multiple competing tasks and 

demands 
 

Å ENVIRONMENTAL CONDITIONS 
 

Å Typical office conditions: protection from weather conditions, but not necessarily from temperature changes.  
Worker not exposed substantially to adverse environmental conditions. 
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Assistant to the Controller Job Description 

Return to Job Description Grid 



Benefits Specialist Job Description 
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Payroll Accountant Job Description 
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Confidential Benefits Specialist Job Description 
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Confidential Specialist Job Description 
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Core Data Specialist Job Description 
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Payroll Specialist Job Description 
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Substitute Caller Job Description 
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