
PINON UNIFIED SCHOOL DISTRICT NO. 4 
JOB DESCRIPTION 

Secretary, Federal Programs       Board Approved  8.3.15 

 
Position/Title:   Secretary (Funded Programs) 
 
Terms of Employment: 12 Months 
Salary:    Classified Placement Schedule – Grade 4 
FLSA Status:   Non-Exempt   
Benefits:   Standard Package 
 
QUALIFICATIONS: 
1. Must have an Associate’s Degree or equivalent with additional training in specialized business courses. 
2. Three year progressively responsible secretarial experience that involved carrying out and coordinating day-to-

day administrative support activities. 
3. Must be able to initiate and implement ideas for the successful operation of the department. 
4. Must be able to take dictation; type accurately at an acceptable rate of speed; and operate standard business 

equipment including a computer with word processing. 
5. Must have excellent human relations/communication skills. 
6. Must be Bilingual (Navajo/English). 
7. Must have working knowledge of standard business machines including Macintosh, PC’s and programs such as 

Word Perfect, Excel, Power Point, and use of a 10-Key calculator. 
8. Must have proven successful employment record. 
 
JOB GOAL: To perform secretarial duties of above average difficulty requiring: knowledge of district policy and 

procedures; periodic independent judgment and excellent organizational skills to ensure the efficient 
operation of the department. 

 
DUTIES AND RESPONSIBILITIES: 
1. Performs as the principle clerical and administrative support for the Funded Programs by carrying out and 

coordinating all the clerical and the day-to-day administrative support activities. 
2. Greets visitors and staff in a professional manner and refers them to appropriate personnel. 
3. Places, receives, screens and routes telephone calls for department. 
4. Classifies, sorts, and files correspondence and/or other data. 
5. Establishes and maintains an efficient retrievable filing system for budget, correspondence, personnel inventory, 

student records, etc. 
6. Maintains account balances, verifies availability of funds, and prepares invoices. 
7. Prepares for meetings, reserves meeting rooms, takes minutes and maintains copies of meeting minutes. 
8. Prepares requisitions. 
9. Type’s letters, forms, and documents, e.g.; reviews outgoing correspondence and reports for format, grammar, 

and punctuation; removes typographical errors; and writes simple and repetitive non-technical correspondence. 
10. Assists the instructional staff and administration by providing various clerical services. 
11. Safeguards the confidentiality of student information and records. 
12. Insures compliance of all pertinent documents in accordance with required time lines as set by State and Federal 

Regulations. 
13. Obtains student information from parents for student records. 
14. Keeps abreast of various procedural requirements and policies pertaining to processing employee travel and 

leave requests. 
15. Performs other duties as assigned. 
 
REPORTS TO:  Administrative Assistant for Funded Programs 
 
EVALUATION: Performance will be evaluated in accordance with the Board Policy on Evaluation of 

Support Services Personnel. 
 
 
Employee’s Signature: __________________________________________  Date: ________________ 


