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BOARD OF EDUCATION

Saskatoon School Division No. 13

P O S I T I O N   D E S C R I P T I O N 

Position:



SECRETARY II

Immediate Supervisor:

MANAGER:  CENTRAL RESOURCE CENTRE
Core Function:

Performs a variety of clerical functions in assisting in the development, organization and maintenance of the Central Resource Centre by applying a specialized knowledge of the field and by operating from general policies and objectives.  
Duties and Responsibilities:

1. Checks invoices for items received for elementary and secondary libraries on their print, non-print, periodical and French budgets for accuracy against records of books received.  Records amounts and checks invoices for errors or omissions and forwards for payment.  

2. Assist in the maintenance of textbook student files.  Assist walk-in traffic of students, parents or staff with the rental, purchase, or refunding of textbooks for the regular school year as well as summer school.  This involves handling stacks of textbooks and standing at the front counter helping customers as well as handling cash in accordance with established procedures.

3. Filling order requests from high school secretaries for student textbooks.  This requires checking and re-checking student files, gathering the textbooks required and boxing the stacks of textbooks to be sent down to shipping. 

4. Maintain several Central Resource Centre budgets, which includes ordering, receiving and balancing the monthly printouts and keeping the Manager updated on these accounts.

5. Maintain the Secondary English and French Allotment budget that is allocated to each high school by the Manager of the Central Resource Centre, which includes ordering requests received from schools, forwarding invoices for payment and keeping the administration at the schools aware of there balances on this account.

6. Prepare twice monthly Caution Fee Reports (refunds), which are forwarded to the Accounting Department.

7. Prepares correspondence, reports and related documents for the Manager of the Central Resource Centre as required.

8. When required, enters information on the Employee Absence Management system for staff in the Central Resource Centre. Maintains personnel records; prints reports for staff and manager as required.
9. Makes and answers telephone calls when required to manage the information flow from central office and school staff, suppliers, the public and other organizations.

10. Maintains files, duplicates materials and performs such other duties as may be required by the immediate supervisor.

11. Assisting the Manager with bank deposits and withdrawals as required.

12. Collect and submit the Monthly Video Reports from elementary and secondary schools to ACF & VEC. Assist schools with searching for Film Classifications ratings and yearly renewal of Film Classification License.

13. Receives, sorts and redirects deliveries of CRC mail and office supplies.

14.  Assigned special functions which require some decision-making and are semi-independent in nature.

15. Performs such other tasks as may be required to meet organizational deadlines and objectives.

Qualifications:

1. Grade 12 or equivalent;

2. One year of post secondary in business education including courses in basic office procedures, word-processing and bookkeeping.  
3. Experience utilizing a computerized accounting program is required.   
4. Knowledge of basic French is an asset but not required.  
5. Must be reasonably fit as lifting of moderate weights, (i.e. stacks of textbooks) and standing will be involved.  
6. Six months of previous related experience required. 
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