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TITLE:
SECRETARY TO SPECIAL EDUCATION/BOOKKEEPER  (Class I)

QUALIFICATIONS:

1. High School diploma with some college or advanced secretarial education desirable. 

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

3. Knowledge of SASI™ Computer System preferred.

4. Excellent interpersonal and communication skills.

REPORTS TO:


Special Education Coordinators 

JOB GOAL:

To assure the smooth and efficient operation of the Pupil Personnel Service Office.

PERFORMANCE RESPONSIBILITIES:

1. Perform office routines including, but not limited to, preparation and typing of reports, correspondence, notices and agendas under the direction of the immediate supervisor.   

2. Maintain records as directed by immediate supervisor including, but not limited, to budget spreadsheets, Excess Cost Reports and Board of Education Services for the Blind (BESB).

3. Receive and route incoming calls, and distribute appropriate mail. 

4. Maintain logs and related records on students for the purposes of initial evaluation and re-evaluation for special education.

5. Prepare reports for the Connecticut State Department of Education, monthly reports, and maintain statistics as directed.

6. Prepare and maintain tuition reports for all out-placed students including, but not limited to, generation of monthly reports, preparation of contracts, attend status meetings.

7. Assign Homebound Tutors, process time sheets and prepare monthly reports.

8. Track and process payment of Special Education bills including, but not limited to, tuition, evaluations, diagnostics, GT, OT/PT.  Review monthly budget reports to insure accuracy.

9. Serve as back-up to other Special Education Secretaries assigned to the Pupil Personnel Service Office.

10. Organize PPT meetings including, but not limited to, scheduling, invitations, file preparations and IEP preparation.

11. 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 

Special Education Coordinators.
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