
Secretary - Charter Community School/Home Study Academy/Extended Day 

 
 

 

 

EL DORADO COUNTY OFFICE OF EDUCATION 

 

CLASS SPECIFICATION 

 
 

JOB TITLE:  Charter - Secretary 

 

Job Purpose Statement/s: Under direct supervision or designee performs a variety of confidential secretarial, 
clerical, and technical activities as may be required in the support of the Charter Community School/Extended 
Day Programs; assist in creating a positive educational environment for Program clients. 

 

Essential Job Functions: 

 Composes  documents from electronic recordings, shorthand notes, etc., (e.g. correspondence, agendas, 
minutes, reports, etc.) for the purpose of communicating information to appropriate personnel, the public, 
state officials, designs flyers, etc. 
 

 Proofreads own work and that of others for the purpose of ensuring accuracy of documents. 
 

 Composes letters independently or with oral instruction for the purpose of disseminating information to 
appropriate parties.  

 

 Answers telephone and interviews office visitors for the purpose of screening/transferring calls, 
responding to inquiries, taking messages and referring them to the proper authority. 

 

 Maintains various records, schedules, files for the purpose of documenting and/or providing reliable 
information. 

 

 Makes computations involving several arithmetical processes, verifies accuracy of information on reports, 
requisitions, and other data, etc., for the purpose of maintaining accurate records. 

 

 Maintains inventory of office supplies for the purpose of ensuring availability of required items. 
 

 Operates a variety of standard office equipment (e.g. computers, typewriters, copiers, etc.) for the purpose 
of performing job junctions.  

 

 Processes documents and materials for the purpose of disseminating information to appropriate parties. 
 

 Gathers, compiles, summarizes and distributes information for the purpose of conveying information to 
appropriate parties. 

 

 Collects money, issues receipts and maintains records for the purpose of maintaining accurate balances. 
 

 Coordinates and schedules meetings, conferences, and appointments for the purpose of supporting staff 
in the completion of their work activities. 

 

 Processes requisitions/purchase orders for the purpose of ensuring that expenses are within budget limits. 
 

 Assists other personnel as may be required for the purpose of supporting them in the completion of their 
work activities. 

 Performs other duties as assigned. 
 

 



Charter - Secretary 

 

TITLE OF JOB SPEC 

 

Job Requirements - Qualifications: 

 

 Experience Required: Prior secretarial experience. 
 

 Skills, Knowledge and/or Abilities Required:  
      Skills accurately type at an acceptable rate; take dictation at an acceptable rate and accurately transcribe; 
       designs flyers; arithmetical calculations; use computer for word processing and record keeping; follow       
       written and oral instructions; analyze situations and adopt an effective course of action; prepare reports     
       and maintain records; meet the public tactfully and courteously; compose correspondence; show initiative 
       in planning work; maintain cooperative work relationships. 

      Knowledge of office procedures and practices; filing systems, receptionist and telephone techniques; letter 
      and report writing; proper English usage, spelling, grammar, punctuation; high school math skills, common 
      office machines including computers; general project management. 

Abilities to sit for prolonged periods, work independently, understand and carry out oral and written             
instructions.  Significant physical abilities include reaching/handling/fingering, talking/hearing   
conversations, near visual acuity/visual accommodation.   

 

 Education Required: High School diploma or equivalent. 
 

Licenses, Certifications, Bonding, and/or Testing Required: TB test clearance, Criminal Justice 
Fingerprint Clearance.  If required to operate a vehicle during the course of employment, must possess a 
valid California Driver’s License and evidence of insurability. 
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