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SECRETARY IV-HIGH SCHOOL ATTENDANCE & SCHEDULING) 
 

Definition: 
Under the direction of the Principal/Learning Directors perform a wide variety of school office management 
duties of more than average difficulty; to assist the Administration by relieving the Principal/Learning Directors of 
detail; to keep an accurate account of student attendance, and student grades; to perform public relations and 
communications for the Learning Directors; to enroll and drop students on the computer; to troubleshoot 
computer program problems and be contact person for computer program support; and to do other work as 
required or directed. 
 
Examples of Essential Duties: 
1. Responsible for registering new students, assign ID #f 5, issue ID cards, issue receipt for any purchases, 

and maintain actual student body count 
2. Responsible for preparing drops, circulating the drop forms to teachers for signatures and withdrawal 

grades, and maintaining accurate drop records. 
3. Responsible for maintaining and keeping accurate attendance records for an audit. 
4. Responsible for preparing and maintaining Reedley High School ADA reports. 
5. Responsible for printing and mailing Saturday School Letters and Attendance Letters; inputting/clearing 

students Saturday School records, and maintaining accurate Saturday School ADA reports. 
6. Responsible for preparing grades; make any student schedule changes needed before generating 

scantrons, scan grades documents, generate report cards, prepare all reports, and maintain grades files. 
7. Responsible for creating, setting up and rolling over all of the computers files for Reedley High School and 

RHS Summer School. 
8. Security Officer for the computer program, responsible for troubleshooting any computer program problems 

and being contact person for computer program support calls, etc. 
9. Responsible for maintaining student information files (SMF); change addresses/phone numbers, update 

ethnic codes, update migrant student lists, input language codes, permanent lunch pass codes, and make 
any other changes as needed. 

10. Prepare Student Placement Agenda for the District Placement Committee. 
11. Prepare and send Suspension Lists, for the District Board Meetings, to the District Office. 

a. Responsible for supervising the work of student assistants and evaluating their performance for 
grading. 

12. May be required to supervise students that are sent to the office for discipline or attendance problems. 
13. Train and provide work direction and guidance to classified personnel as assigned, for the computer and 

office, during the regular school year and summer school. 
14. Operate a variety of office equipment; computer network, typewriters, printers, copiers. intercoms, etc. 
15. Order, receive, store and keep an inventory of computer supplies. 
16. Coordinate and manage a variety of office activities to relieve the Learning Directors of routine 

office/computer duties. 
17. Perform a variety of secretarial and computer duties for the Principal/Learning Directors; speak on behalf of 

the Learning Directors as appropriate. 
18. Responsible for maintaining accurate discipline records concerning students, and mailing Suspension 

letters to parents. Required to maintain accurate hard copy student records and files. 
19. Coordinate communications between the Learning Directors Office and faculty, students, and parents; 

greet visitors and receive telephone calls; provide information concerning school policies, procedures, 
actions, activities, programs and schedules, and deliver messages to students. 

20. Responsible for creating and printing reports for faculty and staff, and performing other related duties as 
assigned. 

 
Qualifications/Knowledge of: 
1. Telephone techniques and etiquette. 
1. Modem office practices, procedures and equipment, including operation of Macintosh and PC computers. 
2. Rules, regulations, laws, policies, and objectives governing the district. 
3. Business English including vocabulary, grammar, spelling and punctuation. 
4. Oral and written communication skills. 
5. Interpersonal skills using tact, patience and courtesy. 
 
Ability to: 
1. Meet the public tactfully and courteously in person or via telephone. 
2. Establish and maintain cooperative and effective working relationships with others. 
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3. Compile and maintain accurate and complete records and reports. 
4. Work independently with little direction, and also, work confidentially with discretion. 
5. Understand, follow and carry out oral and written directions. 
6. Operate both Macintosh and PC computers, and troubleshoot the school's computer system. 
7. Perform duties effectively with many demands on time and constant interruptions. 
8. Analyze situations accurately and adopt an effective course of action. 
 
Education: 
AA Degree, 60 units, or job equivalency 
 
Experience: 
Three years of increasingly responsible secretarial experience including three years in a public school office. 
Three years of computer experience, preferably including, at least three years of experience using some school 
attendance and scheduling program. 
 
Licenses and Other Requirements: 
1. Valid California Drivers License 
2. Must pass the KCUSD Instructional Aide/Secretarial Test 
3. Type a minimum of 45 words per minute. 
 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit for extended periods of time.  
The employee is occasionally required to walk and to stand and reach with hand and arms, bending at the waist 
to retrieve and store files.  Specific abilities required by this job include close and distance vision, the ability  to 
hear conversations in quiet and noisy environments and the ability to speak clearly in order to review and assure 
accuracy of student records, reports and communications; dexterity of hands and fingers to operate a keyboard 
is required.  Some driving may be necessary. 
 
Occasionally, yet essential to this position, the individual must meet deadlines with severe time constraints, 
interacting with the public and other workers, yet maintain accurate records and communications.  Occasionally 
the position requires the employee to come into contact with dissatisfied or abusive individuals. 
 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually moderate. 
 
The information contained in this job description is for compliance with the American with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed 
by the individuals currently holding this position and additional duties may be assigned.  


