THIS IS A DECISION PAPER

TO:

HARDIN COUNTY BOARD OF EDUCATION MEMBERS

FROM:
Nannette S. Johnston
DATE:
NOVEMBER 21, 2013
SUBJECT:
Approval to establish and also post the office manager position at the early college career center.
ISSUE

The Office Manager position for the Early College Career Center needs to be established and advertised for applicants.
FACTS

· The Office Manager position will have the same job description as the school secretary 1 at the High School (see attached).
· The Office Manager position will be established at 261-day, 7.5 hour position at Level 7 on the classified salary schedule.

· The position needs to be established and posted because the principal will need assistance with purchasing, bookkeeping, establishing meetings and conferences for the school personnel, correspondence with other schools and districts.
RECOMMENDATION

I RECOMMEND THE BOARD ESTABLISH THE OFFICE MANAGER POSITION AT THE EARLY COLLEGE CAREER CENTER AT 261 DAYS, 7.5 HOUR A DAY, LEVEL 7 AND THE POSITION BE POSTED FOR HIRE JANUARY 1, 2014.
RECOMMENDED MOTION


I MOVE THE BOARD ESTABLISH THE OFFICE MANAGER POSITION AT THE EARLY COLLEGE CAREER CENTER AT 261 DAYS, 7.5 HOUR A DAY, LEVEL 7 AND THE POSITION BE POSTED FOR HIRE JANUARY 1, 2014.
