TITLE:  EXECUTIVE SECRETARY
QUALIFICATIONS
1. High school diploma and secretarial training

2. Minimum experience in general or school office work as determined by the Board

3. Knowledge of word processing, data bases, spread sheets, and reports

4. High level of competence in typing, filing, and general computer knowledge

5. Knowledge of automated office equipment and efficient office procedures
6. Strong telephone skills and ability to communicate effectively  
7. Work well with students, staff, and the public 
8. Work well under pressure and deadlines 

9. Excellent analytical and organizational skills
10. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Superintendent
JOB SUMMARY

To serve as the superintendent's confidential secretary, supervise all administrative secretarial duties in the superintendent's office, and coordinate school‑level and district wide administrative activities.
MAJOR DUTIES AND RESPONSIBILITIES
Interacting with Staff and the Public
1. Supervise and coordinate the efficient workflow of the school system relative to the responsibilities of the superintendent 
2. Supervise the activities of all other secretarial and clerical personnel assigned to the superintendent's office 
3. Act as a liaison between the superintendent and administrative staff in screening and routing inquiries and requests 
4. Receive and route incoming calls and correspondence 
5. Screen calls and inquiries that involve sensitive topics   

6. Personally handle calls involving confidential or sensitive topics   

7. Accommodate the caller’s concerns without referring callers unnecessarily to the administrator 
8. Assist, log in, and direct visitors to the schools   

9. Schedule appointments including meetings and job interviews in a manner that protects the confidentiality of visitors and applicants 
Records and Reports

1. Assist the superintendent in compiling data and preparing reports required by federal and state law, administrative rules, and Board policy 
2. Assemble confidential material according to instructions, and prepare summaries of confidential documents 
3. Type correspondence, notices, and reports, and verify the accuracy of the work done
4. Maintain the confidentiality of sensitive correspondence 
5. Maintain highly confidential records and files, ensuring the material is properly marked, secured, and accessible for immediate use by administrators 
6. Maintain the confidentiality of source data and confidential records that are summarized and assembled into final reports 
Miscellaneous Office Tasks
1. Coordinate travel arrangements as assigned 
2. Operate equipment such as computers, copiers, intercom systems, calculators, laminators, telephone systems, and scanners 
3. Oversee the hiring of substitute teachers, receive applications, verify their credentials, and prepare substitute teacher lists 
4. Maintain personnel records of all certified staff 
5. Maintain a well‑organized, up‑to‑date filing system including a set of locked confidential files 
6. Maintain a schedule of appointments for the superintendent and make arrangements for conferences, meetings, and interviews 
7. Supervise and assist in the preparation of all correspondence and reports emanating from the superintendent's office 
Other
1. Keep immediate supervisor informed of activities and any issues that may arise 
2. Attend faculty meetings as required 
3. Assume responsibility for his or her continuing professional growth and development by attendance at inservices or trainings

4. Seek assistance should emergencies arise
5. Represent the school district in a positive manner

6. Know and follow school district policy and chain of command
7. Perform other duties as assigned  

EVALUATION
Performance of this position will be evaluated annually by the superintendent in conformance with federal and state law, administrative rules, and Board policy.
TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”. The “employment period” and other descriptions and terms set forth in this job description shall not create a property right for the employee. These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.
NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-512
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I.C. § 33-1210

Information on Past Job Performance
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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