Location Code: 4.01d
JOB TITLE:



Student Services Secretary
REPORTS TO:



Director of Student Services
TERMS OF EMPLOYMENT:  

230 days – salary to be established by the board

EVALUATION:  
Performance of this job will be evaluated in accordance with provisions of the Board’s policy of evaluation of classified personnel.
GENERAL JOB SUMMARY:
The secretary reports to Director of Student Services. The secretary assists the Director of Student Services on a daily basis and helps support the Student Services Department.

MINIMUM QUALIFICATIONS:
· minimum of three years secretarial or clerical experience 
· strong organizational skills
· ability to multi-task
· exceptional customer service skills
· leadership and problem solving abilities
· proficiency in the use of the Microsoft Office 

· reliable transportation
· high-school graduate

PREFERRED QUALIFICATIONS: 
· two years of college  
· Notary

· Formal computer/software training

· Secretarial/clerical experience in the school setting

DUTIES AND RESPONSIBILITIES:
· Assist with carefully reviewing student enrollment forms, affidavits, or other student services forms
· Manage department purchase orders and billing

· Answer, screen and route phone calls promptly and courteously

· Assist administrators, parents, and other agencies with request for information regarding critical policies, regulations, and procedures
· Maintain a highly customer friendly office atmosphere  
· Provide accurate information to visitors
· Communicate effectively through verbal and written communication

· Accurately categorize and file general operating materials

· Maintain weekly/monthly logs for data collecting dealing with different areas of student services

· Orders office supplies, equipment, and materials for student services department

· Prepare annual reports for the Georgia Department of Education

· Maintain confidentiality requirements of student information/records

· Receive all mail and packages, sort and deliver to proper person

· Receive, unpack and verify incoming shipments

· Maintain employee attendance records for student services department

· Process monthly student services department reports

· Schedule Attendance Task Force appointments  
· Assist with Attendance Task Force meeting
· Maintain staff attendance records
MENTAL/PHYSICAL DEMANDS:

· ability to maintain emotional control under stress.  

· Ability to lift, carry and/or pull up to 30 lbs. and other routine physical activities 

