
 

 

“Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Special Education Director  

General Responsibility:  To assist and support the School and Central Administration in providing a 

quality educational environment. 

Status: Full Time, 9-month position; work days and hours will be determined by the Superintendent. 

Payment Rate: Classified Hourly Rate 

Qualifications: 

 High School Diploma or equivalent. 

 Ability to maintain confidentiality in matters of student and staff personnel information and in 

the general business of the office environment. 

 Proficient in Microsoft Office Suite and additional computer programs. 

 Must be able to perform all duties as listed below. 

General Responsibilities 

1. General reception  

2. Secretarial duties such as keyboarding, filing, record keeping, etc. 

3. Demonstrate good telephone skills and communication skills when assisting students, staff, and 

district patrons. 

4. Computer input and word processing. 

5. Provide student and staff services as directed by policy. 

6. Assure prompt preparation of required reports (daily, monthly, quarterly, annual, etc.) 

7. Perform such other duties as the Principal or Business manager may request to ensure efficient 

operation of school programs to students and staff. 

8. Maintain all IEP records. 

9. Contact parents to set up IEP meetings. 

10. Create required notifications of IEP meetings for parents and staff.  

11. Work cooperatively with case managers. 

12. Coordinate all three year revaluations by contacting parents for the meeting, keep timelines in 

compliance, tract revaluation dates for case managers and keep all testing materials available. 
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13. Maintain IEP working folders. 

14. Quarterly update progress reports. 

15. Maintain accommodation/modifications folders and keep teacher’s copies updated throughout 

the year. 

16. Assist in creating and maintain all special education contracts for contracted service providers. 

17. Track special education  staff leave. 

18. Type up conference paperwork for case managers, aides, service providers. 

19. Type up purchase orders for case managers and service providers. 

20. Copy D&F letters for case managers. 

21. Assist case managers in scheduling appointments and meetings. 

22. Assist in completing WDE state reports. 

23. Make Folders for Teacher Fair in the Spring. 

24. Collect time sheets from SPED Director and get employee signatures. 

25. Keep track of contract personnel. 

26. Copy and mail transfer student records. 

27. Maintain special education student information software. 

28. Destruction of records according to state and federal guidelines. 

29. Participate in the organization of preschool screening. 

30. Other duties as assigned. 

 

 

Work Days: Determined by Superintendent. 

Physical Requirements:  

Occasionally requires physical exertion to manually move, lift, carry, pull or push heavy objects or 

materials, stooping, bending and reaching, climbing stairs and use a small step ladder. 

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 


