APPROVED BY THE 
FRANKLIN COUNTY
SCHOOL BOARD
ON 05/24/2023              SCHOOL DISTRICT OF FRANKLIN COUNTY
JOB DESCRIPTION








CERTIFICATION SPECIALIST AND SECRETARY FOR DISTRICT INSTRUCTIONAL SERVICES


QUALIFICATIONS:
(1) High School Diploma with administrative secretarial experience. 
(2) Two (2) years clerical and computer use experience.
(3) Computer proficiency.

KNOWLEDGE, SKILLS, AND ABILITIES:
Ability to perform highly responsible secretarial duties. Broad knowledge of the organization, operation, program, and goals of the departments. Working knowledge of basic office procedures and the operation of office machines and equipment. Considerable knowledge of office practices, grammar, spelling, business correspondence and accounting. Ability to utilize computer for word processing and other specific programs. Ability to keep records and reference files, to assemble and organize data and to prepare composite reports from such data. Ability to promote a harmonious atmosphere and smooth flow of business. Ability to maintain confidentiality and to establish and maintain positive working relationships with others.


REPORTS TO:  DIRECTOR OF SPECIAL PROGRAMS AND DIRECTOR OF CURRICULUM AND VOCATIONAL EDUCATION


JOB GOAL
To perform a variety of secretarial, clerical, and delegated administrative duties requiring considerable knowledge of the responsibilities and jurisdiction of the assigned departments.


SUPERVISES: N/A
PERFORMANCE RESPONSIBILITIES:
 Service Delivery for primary Supervisor(s)
1)   Prepare, type and/or update a wide variety of records, reports, special projects, letters, and documents.
2)   Perform clerical duties required by activities and functions of the program/department, including preparing and sending correspondence, receiving, and routing incoming/outgoing mail and workshop preparation.
3)   Perform financial duties required by the activities and functions of the assigned programs/ department, including preparing payroll, maintaining inventory, purchasing equipment and supplies, initiating, and processing requisitions, assisting in preparation and maintenance of budget and other assigned projects.
4)   Maintain calendar for scheduling appointments, interviews, deadlines, arrangements for meetings and program responsibilities as needed.
5)   Enter appropriate information into databases according to program and department guidelines.
6)   Create and maintain files, handle applications, reports, forms, grants, records, School Board agenda items, minutes, guides, manuals, and other assigned projects.
7)   Maintain current information on all applicable policies and procedures and process routine matters within established policies.
8)   Prepare, duplicate, assemble and send materials for all schools, parents, Superintendent, and state offices as required by immediate supervisors.
9)   Serve as specialist to provide information to potential and current employees regarding certification requirements.
10) Assist with Department of Education communications regarding certification and professional development.
11) Develop layout for brochures, newsletters, flyers, and others.
12) Perform additional duties specific to the department / program.
14) Assist with teacher certification and paraprofessional requirements including the provision of information to potential and current employees regarding certification.
15) Assist with professional development activities for teachers, administrators, and paraprofessionals.
17) Submission of electronic documentation of Title I, Title II, Title IV, Title VI, and Title X projects needed to verify compliance with monitoring requirements by FLDOE.
18) Keep supervisor informed of potential problems or unusual events.


Employee Qualities/Responsibilities
19) Demonstrate initiative in the performance of assigned responsibilities.
20) Model and maintain high ethical standards.
21) Follow attendance, punctuality, and proper dress rules.
22) Maintain confidentiality.23) Demonstrate organizational skills by performing many tasks simultaneously.
24) Maintain positive relationships with co-workers, school personnel, parents, and administration.
25) Participate in workshops and training sessions as required.
26) Complete assignments with little or no supervision.


System Support
27) Assist schools, consultants and other departments as assigned.
28) Provide typing, filing, duplicating, inventory, record keeping and other general Clerical duties for other personnel as directed by supervisor.
29) Prepare all required reports and maintain all appropriate records.
30) Oversee operation and maintenance of office equipment, reporting malfunctions for necessary repairs.
31) Follow all School Board policies and school policies and procedures.
32) Exhibit the interpersonal skills necessary as an effective team member.
33) Demonstrate support for the School District and its goals and priorities.
34) Perform other incidental tasks consistent with the goals and objectives of this position.


PERFORMANCE RESPONSIBILITIES:
Additional services for other instructional administrators
35) Answer telephones, route, and make calls, record messages, answer questions and provide information.
36) Prepare, type and/or update a wide variety of records, reports, special projects, letters, documents, and Organizational Plan as requested by the Superintendent.
37) Perform clerical duties required by activities and functions of the program / department, including preparing and sending correspondence, receiving, and routing incoming / outgoing mail and workshop preparation.
38) Keep accurate records of employee certification status, maintain certification in-service points, and assist employees with certification issues.
39) Keep accurate records of employee in-service status (both computer and paper files).
40) Maintain calendar for scheduling appointments, interviews, deadlines, arrangements for meetings and program responsibilities as needed.
41) Compile payroll reports, prepare personnel action requests, and maintain files.
42) Enter appropriate information into databases according to program and department guidelines.
44) Maintain current information on all applicable policies and procedures and process routine matters within established policies.
45) Type, duplicate, assemble and send materials to schools, parents, Superintendent, and state offices as required by immediate supervisor.
46) Perform additional duties specific to the department / program.


Inter / Intra-agency Communication and Delivery
47) Answer the telephone and greet visitors in a courteous and professional manner.
48) Receive and distribute all incoming and outgoing mail.
49) Receive and route incoming calls.
50) Post notices of importance/interest to personnel.
51) Assist Panhandle Area Educational Consortium (PAEC) representatives and other consultants with special workshops.
52) Communicate effectively with the public, co-workers, school personnel and administration.
53) Respond to inquiries and concerns in a timely manner.
54) Keep supervisor informed of potential problems or unusual events.
55) Perform other duties as assigned by Supervisor and/or Superintendent.


TERMS OF EMPLOYMENT: (12 Month Personnel)
Salary and benefits shall be paid consistent with the District's approved compensation plan. Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the School Board's policy on evaluation of personnel.

I have read and discussed with my administrator the above job description. I am aware of the professional development opportunities available to meet these expectations.




Supervisor’s Signature	Employee’s Signature
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