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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 (CENTRAL OFFICE)


Immediate Supervisor:		SUPERINTENDENT OF EDUCATION


Core Function:

Performs a variety of clerical functions supporting the department and by operating from general policies and objectives.  

Duties and Responsibilities:

1. Coordinating book order needs for schools (e.g.  Willow nominee books), receiving and distributing books and magazine subscriptions for schools;

2. Maintaining allocated budget lines, processing invoices and payments;

3. Communicating to secondary schools regarding budget usage for English and French allotment;

4. Assisting students, parents or staff with the purchase, or refunding of textbooks;

5. Registering, processing payment, assigning textbooks and mailing out report cards for summer school;

6. Processing payment and assigning text books for students registered with the Online Learning Centre;

7. Reconciling and analyzing receipts for summer school and online learning to the student information system;

8. Making and answering telephone calls, providing information, preparing correspondence, reports and related documents:

9. [bookmark: _GoBack]Maintaining a supply of office supplies, recording the receipt  and distribution of supplies; 

10. Receiving, sorting and redirecting deliveries of mail and office supplies;

11. Maintaining files and duplicating materials as required;

12. 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.  A combination of education and experience may be considered.

3. Intermediate experience utilizing Microsoft Office suite, the student information system and accounting program is required.   

4. Must be able to lift moderate weights (i.e. stacks of textbooks) and standing is required.  

5. One year of previous related experience required. 
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