
SIERRA SANDS UNIFIED SCHOOL DISTRICT 

Job Description – Classified 

Support Service Secretary 
 
 

SUPERVISED BY:  Maintenance Supervisor 

 

BRIEF DESCRIPTION OF THE POSITION: 

Performs a wide variety of secretarial duties including clerical, bookkeeping, time keeping, 

plus database administrating, dispatching, and procurement.  Serves as liaison between 

Support Service and other offices.  Performs other related duties involving personnel at the 

site. 

 

MAJOR DUTIES AND RESPONSIBILITIES: 

- Type correspondence, including those of a confidential nature, reports, statistical data, 

memoranda, bulletins, faxes, travel requests, etc. 

- Answer and initiate telephone calls, receive visitors, and screen mail directed to 

Maintenance and Operations. 

- Direct communications with maintenance staff by way of two-way radio. 

- Maintain records of maintenance work orders, daily work time for employees, 

department safety meetings, employee’s accident reports, and maintenance purchase 

orders. 

- Process travel requests, including seminar fees, travel, and hotel reservations. 

- Prepare, correct, and correlate time sheets, leave slips, and miscellaneous items for 

Maintenance and Operations. 

- Does necessary research and ordering of parts by phone and by internet for 

Maintenance and Operations. 

- Prepare monthly reports of cost for work order purchases for administration. 

- Using maintenance work system to prepare monthly labor usage reports for 

administration. 

- Maintain supervisor’s calendar and schedule appointments. 

- Distribute and keep records for Maintenance and Operations petty cash account. 

- Maintain files for correspondence, including those of confidential nature, and all 

materials received and retained by supervisors. 

- Receive, sort, and route all incoming mail to all crafts. 

- When required, prepare reports of all crafts work, which includes detailed work orders 

for each school, employee attendance, and employee productivity. 

- Prepare various lists, such as addresses, employee call outs, vendors, and work order 

requests as required by supervisor. 

- Maintain communication with all schools and offices in the district. 

- Serve as the comptroller for the maintenance work order and the maintenance PM 

systems. 

- Use the district’s building automation system to verify HVAC related calls and dispatch a 

technician if necessary. 

- Maintain blue prints and other school building information in a neat and orderly manner. 

LICENSE OR CERTIFICATE REQUIRED:  None 
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Support Service Secretary 

 
REQUIRED QUALIFICATIONS: 

Knowledge of: 

- Modern office and secretarial practices. 

- General office machines. 

- Efficient record-keeping techniques. 

- Radio communication techniques. 

- Industrial equipment and material terminology. 

- Database administration. 

- Craftman’s categories. 

- Financial management. 

- School and district policies, procedures, and operation. 

- Correct English usage, spelling, grammar, and punctuation. 

Ability to: 

- Perform secretarial and clerical work involving independent judgement and requiring 

accuracy and speed. 

- Develop and maintain a variety of records. 

- Maintain database. 

- Type accurately at a speed of 60 words per minute. 

- Work independently, exercising good judgement. 

- Work with teachers, staff, and public in a courteous and tactful manner. 

- Maintain effective and cooperative working relationships. 

Education:  High school graduate or equivalent. 

Experience:  

- Two years of clerical experience involving contacts with the public, preferably one 

year in a school system.  

Personal Qualifications: 

- Loyal, neat, friendly, courteous, tactful, empathetic, and able to maintain 

confidentiality and harmonious relationships. 

- Ability to work independently and under pressure. 

LIST MACHINES, EQUIPMENT, OFFICE APPLIANCES, OR MOTOR VEHICLES 

EMPLOYEE IS REQUIRED TO USE IN THE PERFORMANCE OF THE JOB.  INDICATE 

WHETHER USE IS OCCASIONAL, FREQUENT, OR CONSTANT. 

-  Computer   -  Calculator    -  Copy machine 

-  Fax    -  Two-way radio   -  Printers 

-  Intercom/Centrex  -  Typewriter 
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