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TITLE:
PERSONNEL SECRETARY/RECEPTIONIST (Class II) 

QUALIFICATIONS:

1. High School diploma and/or experience in secretarial skills.

2. Excellent computer skills including familiarity with Microsoft Office™ and operate office machinery including, but not limited to, fax machine and copy machine.

3. Demonstrated aptitude/competence for assigned responsibilities

4. Excellent interpersonal and communication skills.

REPORTS TO:


Personnel Manager

JOB GOAL:

To provide positive school/public relations through prompt and courteous response to telephone inquiries to the Central Office and assist in the efficient operation of the Personnel Office.

PERFORMANCE RESPONSIBILITIES:

1. Serve as receptionist of incoming telephone calls to the Central Office, responding to calls promptly and courteously and referring callers to the appropriate department.

2. Obtain and produce the substitute Teacher/Para Professional/Custodial/Nurse list on a daily basis.

3. Assign substitute personnel as needed.

4. Set up interviews for new substitute personnel.

5. Maintain all applications and records of substitute personnel. 

6. Monitor, track and record vacation time requested and used for all classified staff.

7. Gather an accurate and complete set of hiring paperwork from new employees and forward to payroll. 

8. Assist newly hired staff in the completion of the necessary administrative forms during the orientation process.

9. Coordinate Bloodborne Pathogen training for all new staff.

10. Serve as back up to Personnel Secretary as necessary.

11. Maintain Leave of Absence database. 

12. Perform any other job related responsibilities as assigned by the immediate supervisor.  

TERMS OF EMPLOYMENT:  Determined by the working agreement between the 

Southington Board of Education and Local 1303-162 of Council 4 AFSCME. 

 A twelve-month work year

EVALUATION:  Performance of the job will be evaluated annually by the Personnel Manager.
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