BURBANK UNIFIED SCHOOL DISTRICT

CLASS TITLE: SECRETARY II

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of clerical duties
involving typing, filing and maintaining records or reports in support of an assigned
school or District function.

DISTINGUISHING CHARACTERISTICS:

Incumbents in the Typist Clerk II class provide clerical support to other clerical or
secretarial staff and may perform some assignments independently.

REPRESENTATIVE DUTIES:

Type letters, memoranda, bulletins, reports, schedules, lists, forms or other materials from
straight copy or rough draft.

Maintain a variety of logs, records and files related to school or District activities and
programs.

Provide information and assistance to the public and staff that is accurate and timely.
Distribute and collect various forms and verify information is accurate and complete.
Answer telephones; take and relay messages; greet visitors and provide routine
information; direct inquiries to the appropriate person or office; make phone calls to

request, provide or verify information as directed.

Assist with clerical duties related to specific campus activities such as classroom support,
club and athletic activities and outside organization support.

Maintain supply and material inventory of assigned area; order, receive and distribute
materials, equipment and supplies as directed.

Assure the timely duplication and distribution of a variety of records, reports and other
materials as directed.

Perform clerical work such as posting records, making math computations and securing
information from clearly indicated sources.

Administer first aid and dispense authorized medication in accordance with established
guidelines if required for position.

Schedule appointments and meetings; maintain various schedules and calendars.
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Sort and distribute incoming U.S. and inter-district mail.

Operate a variety of office equipment including but not limited to calculator, computer,
and word processing hardware, printer, copier, scanner, folding machine, and two-way

radio.

May assist in collecting fees and receipt of monies.

Perform other duties as assigned related to job description.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

ABILITY TO:

Modern office practices, procedures and equipment.

Record-keeping techniques.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Oral and written communication skills.

Telephone techniques and etiquette.

Interpersonal skills using tact, patience and courtesy.

Basic first aid procedures if required by position.

Health and safety regulations pertaining to position.

Perform clerical duties such as filing, duplications, typing and maintaining
records.

Make math calculations quickly and accurately.
Understand and follow oral and written directions.
Type at 30 net words per minute from a clear copy.
Work confidentially with discretion.

Operate a wide variety of office equipment.

Meet schedules and time lines.

Maintain accurate records and files.

Communicate effectively both orally and in writing.
Work cooperatively and effectively with others.
Learn basic computer operation.

EDUCATION AND EXPERIENCE:

Graduation from high school or high school equivalency and one year clerical experience.

LICENSES AND OTHER REQUIREMENTS:

Must obtain First Aid and CPR certification within six months of employment and keep
certification up-to-date, depending on assignment.

WORKING CONDITIONS:
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School or District office environment subject to demanding timelines and constant
interruptions. Subject to exposure to communicable diseases.
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