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NELSON COUNTY SCHOOLS

Job Description

TITLE:  Nelson County Education Endowment Foundation (NCEEF)

    Secretary I 7772 01
QUALIFICATIONS:

Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law. 

REPORTS TO:    Director of Development, Nelson County Education Endowment fund
JOB GOALS:

Perform highly responsible and complex secretarial and administrative assistance duties; exercise independent judgment in assisting the Director in administrative details requiring considerable knowledge, use and interpretation of gaming policies and procedures; coordinate and oversee the preparation of financial reports per established schedules. Provide support for bingo sessions.
PERFORMANCE REPONSIBILITIES:

Assist the Director with administrative matters; periodic fundraising efforts, such as preparing mailings and selling raffle tickets. 

Assist with routine clerical duties. Prepare reports as needed.
Assist with the planning, preparation and implementation of annual Senior/Alumni Celebration
Provides assistance to the Educational Endowment Foundation Board as needed, including preparing quarterly reports for Charitable Gaming. Serve as bingo chairperson in absence of Director.
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES

Principles, practices and procedures utilized in an administrative office
NCEEF organization, operations, policies and objectives
Applicable laws related to charitable gaming
Microsoft Office-Word, Excel, Power Point, Publisher

Basic accounting and record-keeping techniques

Correct English usage, grammar, spelling, punctuation and vocabulary
Oral and written communication skills
Interpersonal skills using tact, patience and courtesy
Organization, rules, regulations and programs related Charitable Gaming 
Computer terminal operation and data entry techniques
Software applications used by Charitable Gaming, including word processing and spreadsheets
ABILITY TO:

Perform advanced-level secretarial duties requiring independent judgment and analysis.

Work independently with little direction.

Analyze situations accurately and adopt an effective course of action.

Read, interpret, apply and explain rules, regulations, policies and procedures.

Maintain records and prepare reports.

Communicate effectively both orally and in writing.

Meet schedules and time lines.

Add, subtract, multiply and divide quickly and accurately.

Establish and maintain cooperative and effective working relationships with others
Demonstrates regular attendance and punctuality
Adheres to the appropriate code of ethics
Performs other duties consistent with the position assigned as may be requested by the

Director
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