Tulare County Office of Education
JOB DESCRIPTION JOB TITLE: Secretary — NTLD (9754)

Job Summary:

The Secretary — NTLD reports to the Director of the department and/or designee. This position is responsible for providing
direct support to the program and administrators by performing a variety of highly specialized complex secretarial and
technical duties in support of county & regional programs, district consortia, and multiple internal programs. Performs
duties independently with minimal supervision within a broad framework of policies, procedures, and program standards.

Essential Duties:

1 Coordinates travel, meetings and conference arrangements for the department;

1 Assists program administrations through communications, research, submission and monitoring of annual and
guarterly reporting to State and Federal Agencies, including timely completion and accurate submission of State
and Federal applications, reports and forms for California Commission on Teacher Credentialing (CCTC)
Accreditation in compliance with deadlines and legal and program requirements;

1 Collects, analyzes, and monitors State and Federal required data; using multiple databases or spreadsheets to
support work.

1 Maintains up-to-date records of information to support reports, and creates, edits, and distributes reports for final
review;

1 Supports the Administrators, TCOE teams, districts, government agencies and regional partners to implement
program standards in compliance with State and Federal mandated requirements, by conducting research
producing appropriate materials and reports, coordinating schedules, enroliment and calendars, and providing site
information to teachers, administrators, and program directors and coordinators;

1 Creates schedules related to program needs; and coordinate calendars and projects with administrative staff;

Assists with the management of the Learning Management System and Data base;

1 Plans, organizes, coordinates the development of regional staff development days and communications,
procedures, services and products that support the implementation of mandated program standards and
requirements;

1 Assists with budgets, ensuring adequate availability of funds, sets up and maintain files for accounts payable,
processes purchase orders and maintains inventory of program office supplies; deposits funds, processes
invoices for accounts receivable, open and close multiple school year and fiscal year budgets, and completes and
submits end of year reports;

1 Receives walk-in clients and telephone inquiries from a variety of individuals. Initiates and receives telephone
calls, provides information and resolves matters as appropriate, or routes calls as necessary;

1 Creates correspondence, forms, flyers, invitations, reports, etc. for the purpose of disseminating pertinent
information to program participants, partner school districts and other agencies;

1 Answer phones and greet visitors, co-workers, outside agencies, and clients to furnish information and refer them
to the correct source;

1 Enter department staff attendance, absences and timesheet data into an assigned system;

1 Performs other duties as required to accomplish the objectives of the position;

=

Responsibilities include: working under direct supervision using standardized routines; providing information and/or
advising others; and operating within a defined budget. Utilization of some resources from other work units is often
required to perform the job’s functions. There is a continual opportunity to have some impact on the Organization’s
services. The usual and customary methods of performing the job’s functions require the following physical demands:
occasional lifting, carrying, pushing, and/or pulling; and significant fine finger dexterity. Generally the job requires 70%
sitting, 15% walking, and 15% standing. This job is performed in a generally clean and healthy environment.

Skills to:
1 perform clerical work using independent judgement, initiative and required accuracy and speed.
1 work collaboratively to improve work products and customer service.
1 problem solve









