CLOVIS UNIFIED SCHOOL DISTRICT

Position: Administrative Secretary Il

Salary Grade: 17

Salary Schedule: Classified

Department/Site: Varies

Reports to/Evaluated by: Department Director
FLSA: Non-Exempt

SUMMARY

Under the direction of a Department Director, perform specialized secretarial and administrative support duties,
including processing complex, specialized, or technical information; composing original documents;
administering office routines and systems; processing financial transactions; and reception duties. Assist with
administrative projects and programs that impact and/or involve other organizational units and locations. The
Administrative Secretary Il represents the second career level and senior-skilled position in a multi-level career
path encompassing administrative and secretarial support. This role requires performing projects that involve
multiple departments and sites, coordinating information gathering for reports and special studies, conducting
research, and disseminating information designated for wide distribution.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Perform specialized secretarial and clerical duties, applying prior experience and a working knowledge of
specialized terminology. Demonstrate a thorough understanding of departmental functions and exercise
judgment.

Respond to inquiries and provide information about organizational unit services, operations, and programs.
Refer difficult or sensitive matters to the appropriate source.

Produces a variety of complex materials, such as letters, memoranda, reports, and statistical data, from
rough drafts or verbal instructions. Compose original correspondence and forms.

Perform receptionist duties, including receiving and screening visitors and telephone calls, and taking and
forwarding messages.

Arrange meetings, including scheduling, informing participants, and confirming details.

Input, update, and maintain information in relational databases. Extract information and generate
standardized reports. Compile information from various sources for reports and requests. Prepare regular
reports using established formats.

Receive, handle, and store confidential information.

Assist with purchasing processes, including preparing, processing, and monitoring purchase orders. May
monitor portions of departmental budgets.

Index and file documents, maintaining systems. Take notes and maintain records of proceedings from
departmental meetings.

Assist with administrative projects and programs that involve other organizational units and locations.
Coordinate information gathering for reports and special studies, conduct research, and disseminate
information designated for wide distribution.

Maintains records and assists in the preparation of departmental/divisional reports by gathering and
summarizing information from a variety of sources.



Assists with development of organizational unit budget proposals by collecting information and
maintaining communications with work sections on status and information needs.

Maintains approved budgets and transaction records, including those for projects and grant-funded
activities.

Receives, processes, and may reconcile documents for expenditures. Prepares requisitions and claims for
reimbursement. Orders merchandise and services from pre-approved purchase orders and within
authorized spending limits.

Initiates other duties as assigned that support the overall objective of the position.

Perform other related duties as assigned.

QUALIFICATIONS

Knowledge of: Office practices, procedures, and equipment, including filing systems, receptionist and
telephone techniques, and letter and report writing; advanced math skills for calculations such as
percentages and ratios; use of standard office machines, including computers with word processing,
spreadsheet, and presentation graphics applications; relational databases; proper English usage,
grammar, spelling, and punctuation; district and organizational unit services, operations, programs,
functions, terminology, and labor agreements; human relations skills.

Ability to: Independently perform specialized secretarial and administrative duties; accurately take and
transcribe complex notes and meeting minutes; learn, interpret, explain, and apply district and
organizational unit information; prepare spreadsheets, graphs, and charts; plan, organize, and prioritize
work; communicate effectively with diverse individuals.

Education and Experience: Completion of the twelfth grade, high school diploma, GED, or equivalent.
College level coursework in secretarial science or a related business profession is preferred. Four years of
experience in a secretarial capacity. Additional progressively responsible secretarial experience may
substitute for some higher education.

Working Conditions: Work primarily takes place in an office environment; hand coordination to use a
keyboard for routine typing and data entry, plus arm/hand movements to retrieve work materials and
operate general office equipment; sufficient visual acuity to read printed materials; speech and hearing
ability to carry on conversations in person and over the phone; ability to retrieve work materials from
overhead, waist, and ground-level files; manual and finger dexterity to write, use a pointing device, and
operate office equipment almost constantly, requiring repetitive motions; no hazards.



