2

ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Central Office Secretary
REPORTS TO:  Superintendent/Director of Auxiliary Services 
SUPERVISES:  N/A

QUALIFICATIONS:


1. High school diploma or equivalent
2. Prefer minimum of two (2) years of diversified office experience
KNOWLEDGE, SKILLS AND ABILITIES:

1. Excellent organizational skills

2. Excellent research, writing, and editing skills
3. Excellent verbal and written communication skills

4. Excellent computer skills

5. Excellent interpersonal skills

JOB GOAL:

To perform routine clerical and secretarial duties in an efficient and accurate manner
PERFORMANCE RESPONSIBILITIES:

1. Receive incoming calls and make proper connection to the office requested.
2. Answer routine questions and refer other questions to the proper department.

3. Direct visitors to proper offices and provide routine information.

4. Sort incoming mail, and deliver outgoing mail to post office daily
5. Coordinate/schedule meetings in all meeting rooms at the central office. Ensure that outside groups requesting rooms meet requirements, submit fees, and complete the appropriate paperwork.
6. Maintain Fundraiser Calendar (Outlook) and System Calendar (Google)
7. Coordinate/schedule use of School System Facilities insuring that groups complete proper Facility Request forms, submit correct fees, and schools/maintenance departments are notified of facility usage.

8. Maintain records, and accept fees for tuition payments for the School System.

9. Provide clerical support for Discipline Review Committee to include preparation of parent notification letters, and prepare folders for Committee members with INOW and infraction information.
10. Maintain social media outlets for System
a. Continuously update website:  Alexcityschools.net

b. Update Facebook:  Alexander City Schools

c. Monitor Twitter and post to other social media

d. Obtain/edit photographs for social media
e. Update information on Information Board in Central Office lobby
f. Train others on website and SignPro.

11. Provide clerical support for Technology Department:
a. Assist with compilation of E-Rate data.

b. Assist with correspondence, forms, etc.
c. Update SchoolCast information

d. Update Xerox copier allotments for Central Office employees (monthly)
12. Provide clerical support for Transportation Department:
a. Create/update various Transportation Forms, bus information spreadsheets, and correspondence such as letters, memos, emails. 
13. Reconcile monthly Bank Statements for Business Office.

14. Provide clerical support for the Alexander City Schools Foundation
a. Generate thank you letters to donors
b. Maintain donation spreadsheets
c. Generate pledge information to include letters, labels, and donations lists

d. Generate Art Show materials including letters, invitations, brochures, forms and donation information.

15. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

Occasional lifting of up to 20 lbs.

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year. 
It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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