
    
    

Special   Services   Secretary     
    

Reports   To:    Director   of   Special   Services     

SUMMARY     

The   Special   Services   Secretary   provides   a   wide   variety   of   complex   and   confiden�al   administra�ve   and   
secretarial   support   to   the   Director;   conveying   informa�on   regarding   department   func�ons   and  
procedures;   ensuring   efficient   and   confiden�al   opera�on   of   support   func�ons   and   procedures;   
coordina�ng   assigned   projects   and   site   ac�vi�es;   and   providing   general   support   for   the   district.     

ESSENTIAL   DUTIES   AND   RESPONSIBILITIES     

• Administers   electronic   IEP   Management   System   for   the   purpose   of   implemen�ng   Special   
Services   Programs.     

• Compiles   data   from   a   wide   variety   of   sources   for   the   purpose   of   preparing   reports,   making   
recommenda�ons,   and   preparing   informa�on   for   Director.     

• Coordinates   a   variety   of   purchasing   processes   for   the   purpose   of   ensuring   implementa�on   of   
Individualized   Educa�on   Programs.     

• Coordinates   a   wide   variety   of   projects,   func�ons   and/or   program   components   (i.e.:   mee�ngs,   
in-service   events,   student   services,   summer   programs,   travel   for   staff,   etc.)   for   the   purpose   of   
comple�ng   program   processes   and   delivering   services   in   a   �mely   fashion.     

• Develops   Special   Services   contracts   for   various   services   needed   by   students   for   the   purpose   of   
ensuring   accurate   provision   of   contractual   services.     

• Maintains   a   wide   variety   of   (including   highly   confiden�al)   manual   and   electronic   materials   (i.e.:   
budget   data,   documents,   files,   calendars,   administra�ve   and   financial   records,   program   records   
resource   materials,   student   data,   a�endance   repor�ng   for   staff,   �mesheets,   �me   and   effort   
affidavits   and   logs,   etc.)   for   the   purpose   of   providing   up-to-date   accurate   informa�on,   historical   
reference   and   appropriate   documenta�on   in   compliance   with   government   regula�ons   and   
district   requirements.   

• Monitors   a   wide   variety   of   ac�vi�es   on   behalf   of   Director   (i.e.:   program   components,   mee�ng   
arrangements,   account   balances,   work   order   status,   communica�ons,   etc.)   for   the   purpose   of   
achieving   goals   for   special   educa�on   processes   and   mee�ng   target   dates   in   compliance   with   
established   guidelines   and   regulatory   requirements.     

• Par�cipates   in   a   variety   of   mee�ngs,   workshops   and   trainings   for   the   purpose   of   providing   or   
receiving   informa�on,   recording   minutes   and   suppor�ng   the   needs   of   the   a�endees.     

• Prepares   a   wide   variety   of   reports,   documents   and   correspondence   of   a   confiden�al   and   
non-confiden�al   nature   (i.e.:   le�ers,   memorandums,   mee�ng   minutes,   charts,   periodic   reports,   



manuals,   contracts   for   federal   funds,   etc.)   for   the   purpose   of   documen�ng   ac�vi�es,   providing   
wri�en   reference   and   conveying   informa�on.     

• Maintains   inventories   of   supplies,   equipment   and   materials   for   the   purpose   of   ensuring   the   
availability   of   items   as   needed.     

• Manages   assigned   ac�vi�es   and/or   programs   for   the   purpose   of   ensuring   compliance   with   
administra�ve,   financial   and   legal   requirements   and   district   confiden�ality   policies.     

• Performs   record   keeping   and   clerical   func�ons   for   the   purpose   of   suppor�ng   Director   and   
department.   

• Performs   other   du�es   as   assigned.   
  

QUALIFICATIONS     

• Educa�on:     Targeted   job-related   educa�on   that   meets   organiza�on’s   requirements.     
• Skills:     Perform   mul�ple,   technical   tasks   with   the   poten�al   need   to   upgrade   skills   in   order   to   

meet   changing   job   condi�ons.   Specific   skill-based   competencies   required   to   sa�sfactorily   
perform   the   func�ons   of   the   job   include:   opera�ng   standard   office   equipment,   including   
per�nent   so�ware   applica�ons;   performing   standard   bookkeeping;   preparing   and   maintaining   
accurate   records;   coordina�ng   ac�vi�es,   equipment   and   people;   and   analyzing   data.     

● Knowledge:     Perform   basic   math,   including   calcula�ons   using   frac�ons,   percentages,   and/or   
ra�os;   read   technical   informa�on,   write   documents   following   prescribed   formats   and/or   present   
informa�on   to   others;   and   understand   complex,   mul�-step   wri�en   and   oral   instruc�ons.    Specific   
knowledge-based   competencies   required   to   perform   the   func�ons   of   the   job   include:    basic   
accoun�ng/bookkeeping   principles;   business   telephone   e�que�e;   concepts   of   grammar   and   
punctua�on;   modern   office   prac�ces   and   procedures;   and   familiarity   with   compliance   with   laws   
and   regula�ons.      

• Abili�es:     Required   to   schedule   a   number   of   ac�vi�es,   mee�ngs,   and/or   events;   rou�nely   gather,   
collate,   and/or   classify   data;   and   use   basic,   job-related   equipment.    Flexibility   is   required   to   work   
with   others   in   a   wide   variety   of   circumstances;   analyze   data   u�lizing   defined   but   different   
processes;   and   operate   a   variety   of   office   equipment.    Specific   ability-based   competencies   
required   to   sa�sfactorily   perform   the   func�ons   of   the   job   include:    communica�ng   with   diverse   
groups;   displaying   tact   and   courtesy;   maintaining   confiden�ality;   se�ng   priori�es;   mul�-tasking;   
being   a�en�ve   to   detail;   establishing   and   maintaining   effec�ve   working   rela�onships;   working   as   
part   of   a   team;   and   working   with   frequent   interrup�ons.     

WORK   ENVIRONMENT/PHYSICAL   DEMANDS:     

  The   usual   and   customary   methods   of   performing   the   job’s   func�ons   require   the   following   physical   
demands:    some   li�ing,   carrying,   pushing,   and/or   pulling;   and   significant   fine   finger   dexterity.    Generally,   
the   job   requires   75%   si�ng,   10%   walking,   and   15%   standing.    The   job   is   performed   in   a   generally   clean   
and   healthy   environment.     

    

Note:    This   is   not   necessarily   an   exhaus�ve   or   all-inclusive   list   of   responsibili�es,   skills,   du�es,   requirements,   efforts,   func�ons   or   
working   condi�ons   associated   with   the   job.    The   District   may   add   to,   modify   or   delete   any   aspect   of   this   job   at   any   �me   as   it   
deems   advisable.     


