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SAN JUAN UNIFIED SCHOOL DISTRICT 
CLASSIFIED PERSONNEL 

            
 
CLASS TITLE: HIGH SCHOOL SECRETARY I  CLASS CODE: 933 
 
 
CHARACTERISTICS OF THE CLASS: 
 
Under direction, performs varied secretarial and clerical work at a school site; performs related 
work as required. 
 
EXAMPLES OF DUTIES: (Any one position may not include all of the duties listed nor do all of 
the listed examples include all tasks which may be found in positions of this class.) 
 
May take and transcribe dictation of correspondence, memoranda, reports and minutes of 
meetings; types stencils, letters, reports, requisitions, bulletins, work orders, transcripts, 
schedules, class lists and forms; may compose routine correspondence; compiles, duplicates, 
distributes and interprets information about school activities, policies and procedures; provides 
information by phone or over the counter to students, parents and the public, referring the most 
complex inquiries to appropriate administrator; schedules parent conferences or makes 
appointments for students regarding counseling, discipline, schedule changes, or other 
student-related matters; prepares a variety of student registration, release, and transfer 
documents; requisitions, stores and distributes supplies or instructional materials; may greet 
substitute teachers and provide necessary information and materials; admits returning or tardy 
students; may schedule use of facilities or maintain school calendar; collects and accounts for 
student fees; maintains and updates a variety of student records, lists, indexes, card files and 
similar data; posts test scores, grades, attendance or other information; requests and evaluates 
transcripts from other schools; compiles periodic reports; requests transportation for student 
events; issues work permits; assists with graduation and award ceremonies or similar student 
events; opens, sorts and distributes mail; supervises student assistants; may be required to 
perform work on the latest office machines, including, but not limited to: word processing 
equipment, on-line computer terminals, printers, scanners and related equipment. 
 
 
QUALIFICATIONS: 
 
Education and-Experience: 
 Increasingly responsible clerical /secretarial experience which includes responsibility for 
performing a wide variety of tasks on a daily basis and which involves continuous interaction 
with the public, 
 
    and either 
 
The ability to take dictation at a speed of 80 words per minute, 
 
    or 
 
The ability to use personal computers including word processing applications. 
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Knowledges and Abilities: 
Knowledge of office practices and procedures; 
Knowledge of correct English usage, punctuation, spelling, grammar and composition; 
Knowledge of mathematical skills to compute percentages and fractions; 
Ability to read and interpret district policies, directives, student transcripts; 
Ability to compose correspondence; 
Ability to operate standard office machines; 
Ability to communicate effectively with students and adults in situation requiring patience, tact 

and diplomacy; 
Ability to give verbal directions clearly and concisely, explain programs and policies, and direct 

students in work tasks; 
Ability to analyze situations and suggest appropriate action; 
Ability to establish and maintain effective and cooperative working relationships with students, 

staff, parents and the community; 
Ability to maintain confidentiality 
Ability to work well under pressure of deadlines and with interruptions; 
Ability to learn policies, programs and school philosophy; 
Ability to establish priorities, plan and schedule work; 
Ability to set up and maintain filing systems; 
Ability to keep numerical records and compile reports; 
Ability to adapt to change and remain flexible in relation to work assignments and priorities; 
Ability to type accurately at a speed of 50 wpm; 
 
 
Physical Characteristics: 
With or without the use of aids: Mobility to move to counter, files and other areas of the school; 
ability to write, operate telephone, typewriter and business machines; ability to hear normal and 
telephone conversations; ability to see small print. 
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