Desc. 1400-0245

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Elementary Principal’s Secretary
EXEMPT: No

SALARY LEVEL: Per Classified Policy — Classified Clerical
LOCATION: Plymouth Elementary Schools
REPORTSTO: Blementary Principal

LENGTH OFWORK:  8hours/day — 5 daysiweek

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.

1.

SCHOOL OPENING

Handbooksfor the teachers, handbooksfor parentsand extra curriculum guidestyped and copies made.
Booksand ledgers set up for the coming year.

Check in and sort supplies and textbooks.

Collect feesand register students.

Processall textbook rental and free and reduced lunch applications.

Send copies of applicationsto the Administration Building and other schoals.

Send lettersof approval and denial to all applicants of textbook assistance.

Help prepareand type school -opening materialsfor principal to distributeto staff and parents.
Type lunch sheets- after assignment is made of classes.

Typeattendanceregister and fill in dates.

Type cumulative folder saswell as update cumulative folder sand move forward oneyear.
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LUNCH MONEY

a Assist cafeteria aide with any problems she may have.

b. Deposit lunch money.

c. Check monthly report and send (with check) to Central Office.

ATTENDANCE

a. Attendanceisrecorded daily.

b. Reportsarecompleted at the end of each grading period and turned into the Central Officeaswdll as
given toteachers for grade cards.

c. Thefinal report iscompleted and filed with the Central Office at the end of the school year.

d. Complete special State and Federal reports.

BOOKKEEPING

a. Maintain various school accounts.

b. Ledgersand bank statementsarebalanced monthly.
c. Receiptsarewritten and money deposited daily.

TRANSCRIPTS
Transcriptsare mailed and sent for of all outgoing and incoming pupils. For outgoing students, all records
must be up-to-datein the cumulativefolder, and thisfolder isthen filed at the back of that gradelevel.

HEALTH ROOM
Asnurseisavailableonly on a part-time basis, secretary fillsthis position in her absence. Accident reports
aretyped on all major injuries.
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7. VISITATION
Greet and assist parents. Deliver messagesto children. Make appointmentsfor teacherswith parentsas
necessary.

8. CONFIDENTIAL MATERIALS
Takecareof principal's correspondence and student confidential records, etc.

9. NEWSLETTERS
Prepare and type newdetter to parentsaswel asany other messagesthat need to be sent home.

10. TEXTBOOK RENTAL
a. Reportsand money sent to the Central Officethroughout the year.
b. Delinquent book rental and textbook assistance formsare kept up-to-date and copies madefor the
Central Office.
Cc. Receiptsaremadeand letterssent asnecessary.

11. SCHOOL CLOSING

All ledger sheets arebalanced and checks sent to the Administration Building.
Collect books from the classrooms; curriculum guides, record books, handbooks, etc.
Initial and Final attendance report is completed.

Inventory of suppliesistaken.

Duplicaterecordsarebrought up-to-date and returned to Administration Building.
All cumulativefolders of the 5th grade students are sent to the junior high schoal.
Order suppliesfor upcoming school year.
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. ADDITIONAL DUTIES

Secretarial dutiesasassigned by principal.

Assist with copy machine maintenance.

Assist teacher swith photocopying from timeto time.
Typeletter for JESSE conferences.

Order supplies(typerequisitions).

K eep supply room stocked and maintained.

Fill out attendancerecord for staff for payrall.

Complete insurance formswhen needed.

Assist with natification and distribution of student pictures.
Collect school insurance money, forward to company, assist parentsin thefiling of any claims.
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QUALIFICATION REQUIREMENTS
Toperform thisjob successfully, an individual must be able to perform each essential function
satisfactorily. Thereguirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable indivi dualswith 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
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LANGUAGE XILLS
Ability toread and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutine reportsand correspondence.
Ability to speak effectively before groups of school employees, studentsor parents.

MATHEMATICAL KILL:
Ability to add, subtract, multiply, and dividein all units of measure, using whole numbers,
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 a variety of concrete variablesin situations
whereonly limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or scheduleform.

OTHER SKILLSand ABILITIES:
Must be proficient in the use of computersfor various office applications. Ability to type accurately at a
minimum speed of 50 words per minute. Employee should also be able to use the machines, toals,
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, calculator,
sorting machines, toals, charts, forms, ledgers, schedules, text books. Employee must maintain a positive
relationship with other staff, parents, and students.

PHYSICAL DEMANDS
The physical demands described here arerepresentative of those that must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or fed objects,
tools, or contrals, reach with handsand arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
required by thisjob include close vision, distancevision, color vision, peripheral vision, depth
perception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounter swhile performing 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 s other than routine errands.
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TERMSOF EMPLOYMENT:
205 days per year. Salary and benefitsas per Classified Palicy.

EVALUATION:
An evaluation will be done on the employee’ s performance after thefirst thirty (30) days.

Revised 12/8/00
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