Desc. 1400-0221

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Technology Secretary

EXEMPT: No

SALARY LEVEL: Per Classified Policy — Classified Clerical |
LOCATION: Plymouth Schools Service Center
REPORTSTO: Technol ogy Dir ector

LENGTH OF WORK: 7.5 hoursper day / 200 days per year

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.
1. Maintain serviceorder database
a. dataentry processing of new and existing orders
b. print and prepare Technician’s Daily Production Report
c. other data queriesasinstructed
2. Typedocumentsasassigned
3. Filecompleted service ordersand daily production reports
4. Answer telephone/ check answering machine
5. Writeup new serviceorders
6. Takemessagefor technology staff
7. Assist Technology Director with Purchase Order process
a. preparewritten request for quotationsand send to vendors
b. writeup purchaserequisitions, obtain signaturesand P.O. numbers

c. fax requisitionsto vendorswhen instructed

8. Maintain checksand balances on budget accountsthat the Technology Department isresponsibleto
maintain

9. Obtain R.M.A. numbersfrom vendorsand processitemsto bereturned to vendorsthat areunder
warranty

10. Track open PurchaseOrdersand RM.A.'s

11. Perform shipping/receiving dutiesfor new product and returns

12. UseWord Processor to type Department procedurelistsand other information
13. Processtimecardsfor Technology Department

14. Responsiblefor tracking of computersand related equipment that aretagged with PCSC inventory
stickersand reporting changesto the Administrative Assistant for the Superintendent

15. Other miscellaneousfiling and related duties as needed
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16. Assist in maintaining inventory of spare partsand supplies
17. Maintain inventory of office supplies

18. Maintain a positiverelationship with other staff, parentsand students

QUALIFICATION REQUIREMENTS,
To perform thisjob successfully, an individual must be able to perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or general education degree (GED); or oneto threemonthsrelated
experience and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense - operator permit

LANGUAGE XILLS
Ability toread and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before groups of school employeesor parents.

MATHEMATICAL ILL:
Accounting background with ability to add, subtract, multipl y, and dividein all units of
measur e, using whole number s, common fractions, and decimals. Ability to computerate, ratio,
and percent and to draw and interpret bar graphs.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concrete variablesin situations
whereonly limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or schedule form.

OTHER SKILLSAND ABILITIES
Must be proficient in the use of computersfor various office applications (Windows 98, L otus Approach,
GroupWise, Corel WordPerfect 8, Microsoft Word and Excel, Netscape Navigator, Internet Explorer.)
Ability to type accur ately at a minimum speed of 50 words per minute. Employee should also be ableto
use the machines, tools, equipment, and work aidswhich may berepresentative, but not all inclusive, of
those commonly associated with thistype of work, i.e., adding machine, duplicating machine, copy
machine, sorting machines, tabulating machines, tools, charts, forms, ledger s, schedules, text books,
paper shredder.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of this job. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, theemployeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with handsand arms, and taste or smell.
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The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
required by thisjob include close vision, distance vision, color vision, peripheral vision, depth
perception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here ar e representative of those an employee
encounter swhile perfor ming the essential functions of thisjob. Reasonable accommodations may be
madeto enableindividualswith disabilitiesto perform the essential functions.

Thenoiselevel in thework environment isusually moderate.
Theworking environment ismainly indoor sother than routine errands.

TERMSOF EMPLOYMENT:
Two Hundred Twenty (220) days per year. Salary and benefits per Classified Clerical 1.

EVALUATION:
An evaluation will be done on the employee’ s performance after thefirst thirty daysand then on an
annual basis.

Revised 9/19/01
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