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UNION FREE SCHOOL DISTRICT

Executive Secretary to the
Superintendent

Position Overview

The Executive Secretary to the Superintendent serves as the primary
administrative support for the Superintendent of Schools and, frequently,
the Board of Education. This management-confidential role is critical for
the effective administration of the district, requiring high levels of
professionalism, diligence, and adherence to Education Policy and

professional standards.

Key Responsibilities

e Administrative Support: Performs and discharges duties in
accordance with accepted professional standards as set forth in
Education Law and Board regulations.

e Board Coordination: Often serves simultaneously as the District
Clerk, managing board meetings, records, and official
communications.

e Communication Management: Acts as a liaison between the
Superintendent’s office, school staff, parents, and the community.

e Personnel Coordination: May assist with human resource functions,
including maintaining administrative charts and personnel
evaluations and facilitating onboarding of new hires.

e Schedule Management: Manages the Superintendent's calendar and
organizes district-level events, such as regional meetings and

professional development sessions.
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Employment Terms & Work Year
e Work Year: This is a 12-month position, running from July 1 to June
30.
e Hours: In the Fort Edward Union Free School District, the workday

for this position is 7:30 am — 3:30 pm (including a 30 minute lunch).
During all school recess periods, holiday breaks and summer recess
are 7:30 - 2:00 PM

e Inclement Weather: When school is closed due to weather or other

emergencies, the Secretary is generally not required to report to work.

Compensation & Benefits

Salary and Benefits will be negotiated dependent on experience, skill set and
education/training of the selected candidate.

Benefit Highlights

e Leave Credits: Standard allotments include 12 days of paid sick leave
(accumulating without limit), 3 days of personal leave, and 3 days for
family illness.

e Vacation: Starts at 10 days of paid vacation per year

e Holidays: Standard public school holidays are provided, with recent
additions such as Asian Lunar New Year and Juneteenth

e Insurance: Entitlement to District health (HRA) 95% district paid
premium, dental 90%district paid premium. A buyout option (e.g.,
$3,000) is typically available for those with outside coverage.

e Retirement: Eligibility for the New York State Employees Retirement

System.
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Qualifications:

Successful candidates typically possess extensive clerical experience in a

school or municipal setting or other professional office environment.

Specific requirements often include:

Civil Service status ( as a Clerk or Typist) but not required

Strong communication skills and the ability to handle confidential
information.

Experience with school business functions and records management.
Strong technical skills and comfort using multiple data base and
reporting systems

Professional demeanor and appearance required

REPORTS TO:

Superintendent of Schools

Effective Date: Hiring review will begin on a rolling basis

Send Hard Copy Resume and References to:

Benjamin A Halsey

Superintendent of Schools

Fort Edward Union Free School District
220 Broadway

Fort Edward NY 12828

OR

Electronic Submission

bhalsey@fortedward.org
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