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TITLE:  EXECUTIVE SECRETARY 
SUPERVISOR(S): Superintendent 
 
QUALIFICATIONS:  
 Must be able to communicate effectively and work in a multi-task environment managing 

work time responsibly and efficiently 
 Must be proficient with spreadsheets, word processing, and database software 
 Must be familiar with presentation software to include Power Point and Office Suite 
 Must have good public relations skills. 
 Preferred to have general office and computer experience. 
 
JOB GOAL:  
The principal function of an employee in this position is to perform a wide variety of administrative 
support and secretarial-type duties to the Superintendent. This position’s duties may include public 
contact, typing and preparing letters or documents using various software applications, bookkeeping, 
entering and managing data, running reports as necessary, keeping records, logs, ledgers, and related 
documents and working within District processes and procedures. The principal duties of this class 
are performed in an office environment.  
 

PERFORMANCE RESPONSIBILITIES (to include): 

 Plan and perform clerical work requiring independent judgment, accuracy, and speed 

 Communicate regularly with the Superintendent on any development or problem within the 

District coming to his/her attention and requiring the Superintendent’s attention or action. 

 Assist Director of Communications to include work as acting “PIO” when needed 

 Monitor budgets to include expenditures, travel, invoices, etc. 

 Prepare and disseminate various correspondence, reports, notices, minutes, etc. 

 Answer and direct all incoming calls and respond appropriately to requests for information 

 Obtain, gather and organize a large variety of data, as needed, and put into usable form 

 Assist Board Clerk to include work as “acting clerk” when needed, etc. 

 Organize and set up programs as directed to include:  Rotary Student of the Week, 

Symphony, arbor, dictionaries, region 1 superintendents, student teachers, etc. 

 Order and maintain office supplies 

 Assist Supervisor with organization of the levy campaign, etc. 

 Fill in at receptionist desk, answer calls, and greet visitors (as needed basis) 

 Perform any bookkeeping tasks associated with the specific position 

 Provide information when requested about policies, procedures and homeschool. 

 Track, monitor and organize board policy. 

 Coordinate travel for district administration 

 Perform such other tasks and assume such other responsibilities that are legal, moral and 

ethical as the supervisor may assign 

 
PHYSICAL REQUIREMENTS (with or without a reasonable accommodation): 

 Sufficient clarity of speech and hearing or other communication capabilities which permits the 

employee to understand verbal instructions and to communicate effectively on the telephone and 

in person;  



 Sufficient visual acuity which permits the employee to comprehend written work instructions, 

prepare and review documents and process them in a prescribed order, and organize documents 

and materials;  

 Sufficient manual dexterity which permits the employee to operate a personal computer and 

standard office equipment;  

 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an 

office environment.  

 Jobs in this class require performing repetitive motions in typing, filing and paperwork;  

 Job tasks may require occasional stooping, reaching, pushing, pulling, lifting, fingering, and 

grasping.  
 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of 

the Board's Policy on Evaluation of Classified Personnel. 
TERMS OF 
EMPLOYMENT: Position is exempt.  Salary and work year to be established by the Board. 
 


