TITLE:  HIGH SCHOOL SECRETARY, ALTERNATIVE HIGH SCHOOL
QUALIFICATIONS

1. Hold a Pupil Personnel Services Certificate with a Counselor Endorsement (K-12) preferred

2. Graduate degree candidacy preferred
3. Previous secretarial experience as determined by the Board 
4. Such alternatives to the above qualifications as the Board may find appropriate and acceptable
5. Knowledge of word processing, data bases, spread sheets, and reports

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

7. Knowledge of automated office equipment and efficient office procedures
8. Strong telephone skills and ability to communicate effectively  
9. Work well with students, staff, and the public 
10. Work well under pressure and deadlines
11. Excellent organizational skills
12. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Building Principal
JOB SUMMARY

To be an educational leader of the school and assist in ensuring that the Alternative School academic programs are implemented in order to maximize teacher instruction and student learning experiences for at-risk learners.  To carry out all secretarial and clerical duties necessary for the smooth and efficient operation of the office.  
MAJOR DUTIES AND RESPONSIBILITIES
Student Learning & Behavior

1. Assist in the planning, development, organization, coordination, and supervision of instructional programs, including curriculum development, and progression toward implementing the Idaho Core Standards 
2. Prepare the master schedule, utilizing data to meet the curricular needs of the students 
3. Interview prospective students, assess student academic needs, determine applicant eligibility and placement within the program 
4. Collaborate with parents, teachers, and administrators in identifying student needs
5. Supervise conduct within the school and oversees all discipline procedures, referring to building principal when necessary

6. Keep records of any disciplinary action, performing follow-up communication as needed 
7. Prepare student guidelines and contracts, which delineate expectations of student behavior and academic requirements 
8. Administer school rules regarding attendance 
9. Maintain academic records and monitor student progress in order to meet graduation requirements 
10. Provide counseling and mentoring on an as-needed basis 
11. Assist in referring students and families to appropriate support services   
12. Act as a liaison between the school and community agencies such as Juvenile Justice and Idaho Department of Health and Welfare 
13. Assist the student council advisor in coordinating student activities 
14. Request, analyze, and interpret transcripts, assessing academic needs, scheduling students, and maintaining academic records 
Interacting with Students & the Public

1. Receive and route incoming calls and correspondence 
2. Arrange meetings, prepare agendas, and handle follow‑up activities as necessary 
3. Assist, log in, and direct visitors to the school 
4. In the absence of a school nurse, administer medications to students according to school policy 
5. Supervise students in emergency situations, attend to ill or hurt students in the absence of a school nurse, and administer basic first aid and contact parents as instructed 
6. Handle daily announcements 
7. Schedule appointments and conferences as requested 
8. Register students and set up permanent records entering student demographics and all other needed information 
9. Help schedule parent-teacher conferences with teachers and help coordinate them with other schools 
10. Issue lockers and maintain records of the same 
11. Process midterm reports and report cards   
12. Develop list for honor roll students   
13. Compile diploma list for graduation and make arrangements for graduation 
14. Work with seniors on graduation process   
15. Assist the building principal on graduation arrangements   
16. Prepare diplomas and draft the commencement program 
17. Order and compile all awards 
18. Assist the high school counselor in mailing transcripts to colleges and universities and in providing verifications for jobs and social security 
Reports and Records

1. Maintain accurate enrollment and attendance records for various reports and forward to the district clerk as needed   
2. Run daily tardy reports and mail attendance letters home when necessary   
3. Prepare quarterly state attendance reports 
4. Send student records as requested by schools and promptly request newly enrolled student records from other schools 
5. Be responsible for maintaining accurate teacher and student accounts, including receipting, counting, and depositing all money received 
6. Maintain records on all accidents, incidents, fire drill, and suspension notices, forwarding copies to the district office 
7. Prepare such documents as reports, staff duty rosters, correspondence, handbooks, letters, student records, memos, and monthly statements 
8. Maintain employee records, such as absences, and submit to the district office monthly 
9. Prepare a monthly substitute teacher report for the payroll department of the district Office 
10. Assemble and maintain reports and information in an acceptable manner, providing ready access for the building principal and the district office, including the individual school’s banking and checking accounts 
Miscellaneous Office Tasks

1. Call and schedule substitute teachers and prepare their timesheets 
2. Maintain a well‑organized, up‑to‑date filing system 
3. Operate equipment, such as computers, copiers, intercom systems, calculators, laminators, telephone systems, and scanners 
4. Process all purchase orders and send to the district office for supplies to be ordered   
5. Keep track of expenditures on account encumbrance sheets 
6. Assist the building principal in processing incoming supplies and equipment, checking original purchase orders, authorizing purchase, and submitting appropriate paperwork to the district office to facilitate proper payments for goods or services received by the school 
7. Distribute and inventory supplies 
8. Maintain records of all fines during the school year  
Other
1. Assist teachers in preparing instructional material as requested within the allowable time frame as set forth by the building principal 
2. Provide the building principal with observations so that he or she may more accurately evaluate staff performance, including staff development and goal setting 
3. Provide input for alternative school and district-wide strategic planning, participating in the process as well as the implementation 
4. Assume the duties of the bookkeeper when the bookkeeper is absent 
5. Exercise administrative authority and perform such tasks as may be delegated by the principal 
6. Make necessary administrative decisions in the absence of the building principal 
7. Keep immediate supervisor informed of activities and issues that may arise 
8. Attend faculty meetings as required 
9. Assume responsibility for his or her continuing professional growth and development by attendance at inservices or trainings

10. Seek assistance should emergencies arise
11. Represent the school district in a positive manner

12. Know and follow school district policy and chain of command
13. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the building principal in conformance with district policy and IDAPA 08.02.02.120.
TERMS OF EMPLOYMENT
By contract as determined by the Board of Trustees in accordance with federal and state law, administrative rules, and Board policy.

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

Governance of Schools




I.C. § 33-513

Professional Personnel



I.C. § 33-515

Issuance of Renewable Contracts




I.C. § 33-1210

Information on Past Job Performance



I.C. § 33-1212

Elementary School Counselors



IDAPA 08.02.02.027.01
Counselor Endorsement (K-12)

IDAPA 08.02.02.120
Local District Evaluation Policy—Teacher and Pupil Personnel Certificate Holders
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