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TITLE:
PRODUCTION SECRETARY (Class II)

JOB  GOAL:

Provide efficient, and timely production of forms and documents for the Central Office and the school system, effectively process incoming /outgoing mail, and assist in the business office.

PERFORMANCE RESPONSIBILITIES:
1. Review production request for proper paper weight, number of copies, color, etc. and bring the request to completion.

2. Maintain a monthly minimum on stock inventory of required supplies.

3. Operate various digital imaging systems, copy machines, collators, and binding machines.

4. Maintain safeguards and operate Central Office postage meter with regard to all outgoing mail returns and maintain a daily accounting of postage costs.

5. Collect and distribute all Central Office mail and memorandums.

6. Relieve and/or substitute for Central Office secretaries when directed.

7. Complete outside mail deliveries, including deliveries to Board of Education members and Town Hall. 
8. Set-up for meetings as assigned.

9. Perform business office tasks as assigned.

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

REPORTS TO:


Accounting/Purchasing Manager

QUALIFICATIONS:

1. High School diploma or equivalent, and knowledge of basic business concepts.

2. Demonstrate aptitude or competence for assigned responsibilities

3. Excellent skills on office machinery including, but not limited to, reproduction equipment including B/W and color copier, folding equipment, binding equipment, and U.S. Postage meter.

4. Demonstrate evidence of being in good physical health to meet the demands of the position.

5. Possess a valid Connecticut driver’s license with a good driving record (past three years). 

6. Able to establish and maintain an effective working relationship with supervisors, principals and staff. 

7. Strong computer skills, including knowledge of Microsoft Office™, and other applicable software applications. 

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 Accounting/Purchasing Manager.
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