
Maintenance Secretary 
 

Definition 
Under general and administrative supervision to serve as secretary to the Director of Maintenance and to 
perform a wide variety of office management duties of more than average difficulty and to perform duties for the 
districts telecommunications services. 
 
Essential Duties 
1. Perform a variety of secretarial and clerical duties for the Director of Maintenance; 
2. Interview office visitors and telephone callers and answer questions regarding the District Maintenance 

Department; 
3. Compose independently or from oral instructions, correspondence requesting or giving information or 

correspondence dealing with routine maintenance duties; 
4. Receive, open and route mail, district and postal; 
5. Operate office equipment, including adding machine, copy machine, facsimile machine and computers; 
6. Operate necessary maintenance equipment; 
7. Dispatch maintenance crews; 
8. Assist with maintenance department budgeting; 
9. Organize and update Material Safety Data Sheets; 
10. Compose monthly reports submitted to Health Department; 
11. Attend and record minutes at Safety meetings; 
12. Compile and prepare reports regarding safety; 
13.  Maintain Personnel/Attendance records for all maintenance employees; 
14. Assists District sites and departments with their voice communication systems. Troubleshoot problems 

relating to telecommunications services, including telephone lines, sets, and voice mail. Assists sites and 
departments in problem isolation and dispatches appropriate repair technicians as needed for our NEC 
systems; 

15. Processes add, move and change orders received from sites and departments for telephone, fax, Nextel, 
telephone equipment and voice mail services; 

16. Consults with users on basic telecommunication requirements and provides recommendations and costing 
information for NEC and Nextel; 

17. Maintains records on all resources associated with the District’s voice communication systems for Nextel 
and NEC. Maintains records for billing and all district accounts for Nextel and NEC; 

18. Implements processes that support the day-to-day operation of the systems and maintains documentation 
on these processes for Nextel and NEC; 

19. Uses PC-based software for programming Nextel district phones. Manage District voice mail services, track 
vendor orders and maintain Nextel District directories; 

20. Distributes relevant information to District employees on the features and functions of the District’s 
telecommunications systems both Nextel and NEC and on effective use of their capabilities. Provides 
training to District personnel as needed; 

21. Serves as vendor contact for the purpose of placing orders, coordinating installations, maintaining 
equipment, and processing payments for Nextel and NEC users. 

 
Qualifications 
Knowledge of 
1. Business English including vocabulary, grammar, spelling and punctuation. 
2. Modern office practices and procedures. 
3. Standard office equipment operation, including computer operation. 
4. Rules, regulations, laws and policies governing the District. 
Ability to 
1. Meet the public tactfully and courteously and answer questions in person or via telephone. 
2. Establish and maintain cooperative and effective working relationships with all district employees. 
3. Compile and maintain accurate and complete and records and reports. 
4. Make mathematical calculations with speed and accuracy. 
5. Understand and carry out oral and written directions. 
Experience 
High school diploma or equivalent 
License 
Valid California Driver's License 
Valid CPR and First Aid Certificates 



Must pass the KCUSD Clerical/Instructional Aide Test with a minimum score of 80%. 
 
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 frequently required to stand; walk; sit and talk or hear; 
use hands and fingers to handle, or feel objects, tools, or controls; and talk or hear.  The employee is required to 
reach with hands and arms. The employee occasionally must squat, stoop or kneel, reach above the head and 
reach forward.  The employee continuously uses hand strength to grasp tools and climbs on to ladders.  The 
employee will frequently bend or twist at the neck and trunk more than the average person while performing the 
duties of this job. 
 
The employee must occasionally lift and/or move up to 50 pounds.  The employee must have manual dexterity 
and visual acuity to be able to operate maintenance equipment such as forklifts, saws, etc.  Specific vision 
abilities required by this job include close vision, distance vision, and peripheral vision. 
 
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. 
 
While performing the duties of this job, the employee regularly works indoors and outdoors.  The employee may 
occasionally work near or with moving mechanical equipment.  The employee may occasionally work with toxic 
or caustic chemicals such as petroleum products, degreasers, and sprays and non household dust.  The noise 
level in the work environment is usually moderate and occasionally will work in a loud area. 
 
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. 
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