 NELSON COUNTY SCHOOLS 
Job Description 
TITLE: SCHOOL SECRETARY II 
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 and three years of increasingly responsible office or secretarial experience involving public contact and record-keeping experience. 
REPORTS TO: Principal
JOB GOALS: Organize, coordinate, schedule and perform office functions at a school; serve as secretary to the Principals and coordinate communications between administrators, District and site personnel, parents, students, and the general public; train and provide work direction to clerical personnel and others as assigned. 
PERFORMANCE RESPONSIBILITIES: 
Performs a variety of clerical, secretarial and bookkeeping duties in a school or other location. 

Organizes and coordinates a wide variety of clerical, bookkeeping and other office functions and activities related to the administration of diverse programs and operations at a school; prioritizes and schedules duties and assignments to assure efficiency and effectiveness and meets established timelines. 

Serves as secretary and provides administrative assistance to the Principal: schedules and arranges appointments, meetings and conferences. 

Coordinates and facilitates communications between District and site personnel, parents, students, school and community organizations and the general public. 
Communicates with a variety of site and District personnel and administrators to coordinate school operations and maintenance, resolves conflicts and issues. 

Assists the Principal in the preparation and maintenance of financial and narrative reports; researches, compiles and organizes information. 

Initiates budget preparation; works with Department Chairpersons in preparing individual budget to meet needs; prepares forms and assists the Principal in preparing and monitoring budget. 

Processes purchase orders; assists Department Chairpersons with adjustments and with making transfers; reviews computer print-out balance accounts to assure accuracy. 

Types from notes, rough draft or verbal instructions a variety of written materials including correspondence, bulletins, memoranda, calendars, requisitions, records, reports and evaluations. 

Maintains daily teacher attendance log and records of substitute teachers. 
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Compiles and organizes information for the Principal; composes and responds correspondence; opens, sorts, reviews and routes mail. 

Coordinates and assists with special events for the school; assists in selection of personnel and programs; assures adherence to legal requirements and Board policies; maintains budget; works with assist personnel assigned to the event. 

Trains and provides work direction to clerical personnel, student assistants and others as assigned. 

Operates a variety of business and office machines including calculator, computer, copiers, and communications equipment. 

Orders a wide variety of equipment, materials, and supplies; assures receipt and proper distribution. 

Answers phones and greets visitors; takes and relays messages; provides information to students, parents, faculty and site personnel; interprets, applies and explains District policies and school procedures and regulations. 

Demonstrates regular attendance and punctuality. 

Demonstrates interpersonal skills using tact, patience and courtesy.

Utilizes good communication skills, both oral and written.

Establishes and maintains cooperative and effective working relationships with others. 

Works confidentially with discretion and adheres to the appropriate code of ethics.
Performs other duties consistent with the position assigned as may be requested by the 

Superintendent.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined. 
ABILITY TO: Perform as a leader such that student achievement is maximized.
