Desc. 1400-0260

PLYMOUTH COVMUNI TY SCHOOL CORPCORATI ON
JOB DESCRI PTI ON

JOBTITLE: High School Guidance Secretary
EXEMPT: No

SALARY LEVEL: Per Classified Policy — Classified Clerical
LOCATION: Plymouth High School

REPORTSTO: Director of Guidance

LENGTH OF WORK: 7%hours/day (7:45a.m.—4:00 p.m./ 45 minutes for lunch / two 15 minute breaks)

215 days/ year

ESSENTIAL FUNCTIONS include the following. Other duties may be assigned.

1. Serveassecretary for Director of Guidance and Guidance Counselors. Thisincludesworking asthe
receptionist in the Counseling Office.

2. Key material for the counselorsasneeded.

3. Request transcripts of creditsand health recordsfor all new students.

4. Makeand mail transcripts for students and alumni. Also when necessary collect the transcript fee.

5. Process paperwork on all new students and withdrawals. Thisincludes keying into the computer all
gradehistory.

6. Typeweekly admission and withdrawal memos and distribute them as needed.

7. Beresponsible for maintenance of students' permanent records.

8. Prepareand enter into the computer datafor current students such as grade changes and
corrections, grade history maintenance, enrollments, withdrawals, and changes to demogr aphic
information.

9. Keep required guardianship paperson file.

10. Prepareand maintain alist of tuition students attending the high school.

11. Keep updated rostersof each class and furnish information to variousteachers as needed. (prom,
yearbook, student elections)

12. Ensurethat grades arereceived from teachers of off campusclassesi.e. alternative school, BHC,
ACP Group Home, vocational classes.

13. Assist with the preparation, and distribution of grade cards.

14. Help prepare and publish Honor Roll lists at the end of each grading period and trimester.

15. Process and mail deficiency reports.

16. Processrequestsfrom official agencies seeking students’ demographic information.
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17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31

32.

33.

Process request formsfrom insurance companiesregarding good student or driver education
discounts.

Prepare the diploma lists, order diplomas, and mini diplomas, and prepare the diplomas for
graduation ceremonies.

As soon as possible after the seniorstaketheir fi nal exams help determine the valedictorian and
salutatorian of the class and students earning Cor e 40 or an Academic Honor s Diploma.

Prepareformsfor local scholarshipsand set up application display.

Process the school’s part on college, vocational schools and scholar ship applications and mail the
application with a transcript and other necessary documentation.

Preparerosters and seating chartsfor the various standardized tests; also help practor these tests.
Maintain a calendar of eventsfor the Counseling Department.

Schedule all meetings held in the Counseling Conference Room, and help see that theroom is set up
for these events.

Help select and supervise student assistants working in the Counseling Office.

Work with graphic art teachers on revising, copying, and printing information and formsfor the
Counseling Department.

Store Scantron answer sheets and distribute them as needed. Alsoinform the principal asneeded,
to order scan sheets. Distribute thescan sheetsto theteachers asneeded.

Keep the library of college catalogs, pamphlets and videos neat and updated. Maintain a check out
system for loaning these materialsto students.

K eep the Counseling Office and Record Storage Room tidy.

Mail to the area high schoolsthe summer school grades and credits earned by students of those
schools.

When homework assignments arerequested for absent students, distribute homework request
sheetstoteachers, collect books and materials needed by the students, and prepare for the pick up
of materials after school.

Perform miscellaneous duties as determined by the principals and counselors.

Maintain accurate enrollment records so student test numbers (STN) can be created and exported to
DOE asrequired. Work with the technology department on this task.
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QUALIFICATION REQUIREMENTS:
To perform thisjob successfully, an individual must be able to perform each essential function
satisfactorily. Therequirementslisted below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilitiesto perform
the essential functions.

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

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

LANGUAGE SKILLS:
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 SKILL:
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 problems and deal with a variety of concrete variablesin situations
where only limited standardization exists. Ability to interpret a variety of instructions
furnished in written, oral, diagram, or schedule form.

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, tools,
equipment, and work aids that may be representative, but not all inclusive, of those commonly
associated with this type of work, i.e., adding machine, duplicating machine, copy machine, calculator,
sorting machines, tools, 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 are representative of those that must be met by an employee to
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
employee frequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with hands and arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
reguired by thisjob include close vision, distance vision, color vision, peripheral vision, depth
per ception, and the ability to adjust focus.
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WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounter s while performing the essential functions of thisjob. Reasonable accommodations may be
made to enable individuals with disabilitiesto perform the essential functions.

Thenoise level in thework environment is usually moder ate.
The working environment is mainly indoor s other than routine errands.

TERMSOF EMPLOYMENT:
215 days per year. Salary and benefits as per Classified Policy.

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

Revised 6/15/04
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