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BOARD OF EDUCATION

Saskatoon Public School Division No. 13

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

Position:



SECRETARY I

Immediate Supervisor:

PRINCIPAL OR DESIGNATED SUPERVISOR

Core Function:

The Secretary I performs word processing, filing, mail distribution, photocopying, telephone answering and other related secretarial duties.
Duties and Responsibilities:
Note:  Secretary I positions may include all or a portion of the following duties.

 1.
Greets visitors, arranges appointments, answers the telephone, provides information, redirects calls to appropriate destination and operates intercom system.

 2.
Prepares newsletters, calendars, memos, exams, student notices, handbooks and other correspondence.

 3.
Photocopies prepared materials.

4. Places telephone calls on behalf of staff members to obtain information regarding schedules, meetings, absences and other information of a general nature.

5. Arranges and receives, sorts, redirects or files deliveries of mail, materials, equipment and office or school supplies.

6.
Maintains a supply of office or school supplies, maintains catalogue files, records the receipt or distribution of supplies and equipment such as audiovisual materials.
7.
Maintains files of student records including attendance, test scores, time tables, locker records and various types of correspondence.

8. Utilizes applicable student information systems to update all records, generate reports, registrations and off rolls.

9. Arranges for student photos and distribution of student cards.  Imports student photos into applicable student information systems.
10. Collects, totals and records funds received for student fees, bus passes and special events.

11.
Prepares bank deposits, reconciliation, accounts payable and receivable, and calculation of budget usage.

12.
Assists staff to perform a variety of related duties as may be required in the course of normal operations.

13.
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 training in business education.

3. Proficient in Microsoft Office.

4. Secretary I Accounting positions in secondary schools require previous bookkeeping experience utilizing a computerized accounting program.
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