

ST. MARY’S CHARTER SCHOOL
Job Description
Superintendent’s Secretary



Under the direction of the Superintendent performs a variety of clerical and support work involving both specific routines and adherence to broadly defined policies and procedures; greets and interacts with the public, works cooperatively with staff, students, and parents, and performs other related duties as assigned. The Superintendent’s Secretary will also assist the Director of Special Projects. The Superintendent’s Secretary must at all times protect and secure confidential information. 
	
	FLSA Non Exempt:  Verified by Director of Human Resources.

[bookmark: _GoBack]ESSENTIAL FUNCTIONS of the SUPERINTENDENT’S SECRETARY:

1. Meet and interact with public and employees in routine situations with tact, discretion, and courtesy.
2. Answer and return phone calls in a timely and professional manner with discretion and courtesy.
3. Perform a variety of clerical duties involving all but the most complex matters.
4. Give out information concerning policies or procedures related to departmental or school activities.
5. Establish, maintain, and monitor accurate, neat, and efficient electronic and manual filing systems.
6. Maintain Superintendent’s calendar
7. Enter POs and order items for Superintendent, Director of Special Projects, and Board Members. Arrange travel for all to include entering information for PO’s and registration for Conferences and Hotels.
8. Prepare conference room for Board and Board Committee meetings. Order and pickup snacks or meals for meetings designated to have snacks or meals.
9. Serve as backup purchaser for Special Education Department (SPED).
10. Sort and classify incoming mail and other information for efficient disbursement to appropriate recipients.
11. Receive incoming shipments and notify appropriate departments of receipt or arrival of goods.
12. Submit any accounting/packing documents and reconciliations to Accounts Payable. 
13. Prepare letters, memoranda, reports, bulletins, handbooks, questionnaires, requisitions and other materials from marginal notes, rough drafts, verbal instructions or dictating equipment.
14. Compile information from various sources on a variety of standardized forms.  
15. Handle confidential information with complete security.
16. Prepare and Post Board and Board Committee agendas to meet statutory requirements. Posting must include both posting to the SMACS website and on campus as required by statute and/or as instructed by appropriate Director level personnel
17. Work with Board members to determine status of a quorum for all board and committee meetings.
18. Document Board Member Training and disseminate information to members as requested.
19. Attend all Board Meetings unless excused by Supervisor after timely notice.
20. Prepare accurate minutes of meetings within two business days of the meetings unless directed to prepare sooner due to immediate need for distribution. 
21. Work with Records Manager to ensure proper handling of documents and that records retention schedules are followed.
22. Understand and comply with all SMACS safety and security procedures.
23. Accomplish all duties above effectively and efficiently within established timelines.
24. Attend or participate in training as required by SMACS to maintain/enhance skills or to comply with State and Federal requirements.
25. Conform to District policy regarding attendance and absences. Employee attendance must be adequate to perform the above listed essential job functions.
26. Maintain conference room(s) calendar / schedule.


MARGINAL FUNCTIONS:

Other duties as assigned.  
From time to time, there will be a need to work a need to work hours other than the usually scheduled hours due to such activities as an evening board meeting or a critical project with a short deadline. 

[bookmark: _Hlk42245510]PHYSICAL REQUIREMENTS Not limited to the following:

1. Physical ability to perform the above listed essential functions with or without reasonable accommodation.
2. Physical, mental, and emotional requirements will be developed when needed for purposes of reasonable accommodation.


        Education:

1. High School Graduation with 5 years related work experience.
2. Graduate of an accredited institution with an associate degree or certificate in a closely related field preferred.

Required Knowledge, Skills & Abilities Necessary to Performance of Essential Functions:

1. Computer skills to include ability to use Microsoft Office products and Adobe Products to perform all essential duties efficiently and effectively.  Expert in Word. Ability to learn SMACS specific software to include TXEIS, and Time Clock Plus.
2. Five years related clerical/secretarial experience, including using Microsoft Office Products Word, EXCEL, and Adobe Acrobat.
3. Ability to communicate effectively and professionally to assist others.
4. Knowledge of current office practices and procedures. The ability to use all office machines i.e. fax, scanner, and copier.
5. Must pass background check as required by current Texas law.
6. Successful work background.


Desirable Knowledge & Abilities:

1. Previous experience in a public school setting or institution of higher education.
2. Experience working with students, parents, and board members.
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