CUMBERLAND COUNTY SCHOOL DISTRICT
JOB DESCRIPTION
Job Title: Secretary to the Superintendent
Job Class Code: 7761
Pay Scale: per salary schedule

Reports to: Superintendent
Work Schedule: per salary table
Approval Date: June 16, 2016

PERFORMANCE RESPONSIBILITIES
















Assist the Superintendent with administrative matters; interview callers, exercising considerable judgment and applying
experience in making decisions; provide information in accordance with established procedures and policies; refer problems
requiring technical answers to appropriate administrators.
Coordinate preparation of the Board of Education agenda; assure proper content, format, order and supporting
documentation; confer with submitting departments as needed regarding revisions and corrections; incorporate materials into
resolution form for presentation to the Board; attend Board meetings.
Oversee and coordinate the preparation of official minutes of Board meetings; maintain official record of the minutes.
Provide assistance to the Board of Education as needed, including research of policy questions and coordination of Board
requests and activities; maintain subject indexes of Board actions for historical and reference purposes; maintain other records
required by policy, regulations or law.
Conduct initial interviews on the phone or in person with students, teachers and parents; answer questions, refer to
appropriate staff member and schedule appointment with the Superintendent; receive and resolve complaints as appropriate
or refer matters to proper personnel.
Screen and route the Superintendent's incoming correspondence; indicate coverage and action required; follow up to assure
prompt response or action, consulting, as necessary, with legal advisors and other administrators.
Take and transcribe dictation including information regarding confidential matters; attend a variety of meetings and record
proceedings in a prescribed manner.
Exercise discretion in disseminating information, explaining policies and procedures and speaking as directed for the
Superintendent in personal and telephone contacts and meetings.
Research records and obtain information from other offices and agencies as necessary to perform assigned duties.
Compose effective correspondence independently; reference policies, rules and regulations in preparing correspondence;
review and edit material prepared by others.
Conduct research of problems and situations, consulting with involved staff members, investigating policies and procedures
and gathering background materials; prepare reports involving research as directed for use by the Superintendent.
Consult with District personnel and others concerning specific issues and situations.
Perform a variety of general secretarial duties including sorting and routing mail; receive and refer telephone calls; operate
computer, copier, dictation equipment, electronic typewriter and recording machines and equipment as required.
Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Education: Any combination equivalent to a high school diploma or G.E.D. Certificate or
demonstrated progress toward obtaining a G.E.D. as required by Kentucky law.
Certification/Licensure: N/A
Experience: N/A
IMPORTANT NOTES
This document provides descriptive information about the aforementioned Cumberland County School District’s position. Work actually
performed by incumbents in this position may vary. Although this document may be used for recruiting, staffing, or career planning, the
information contained herein should only be used as a guideline or recommendation for the content and qualifications for this position. An
individual’s ability to meet the qualifications and capabilities described in this document is not a guarantee of employment or promotion.
Cumberland County School District reserves the right to make changes to this document as deemed necessary without providing advance
written notice. This employer does not knowingly discriminate on the basis of race, color, religion, sex, sexual orientation, age, disability, or
national origin.

