ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT 

JOB DESCRIPTION:  SECRETARY I 
CLASS DEFINITION:  Under supervision, perform secretarial and clerical duties for supervisors; relieve the supervisor of administrative details; other clerical work as required.

EXAMPLES OF DUTIES:  Takes dictation, either by fast notes, shorthand or machine; ability to compose and prepare letters, memoranda, reports and other materials from copy or rough draft; make routine checks and comparisons of reports or records for compliance with specific requirements.  Operate all standard office machines; deals courteously and tactfully with parents, teachers, students, coworkers and the general public.

DESIRABLE QUALIFICATIONS:

Experience:
Minimum of three years secretarial, clerical experience.

Education:
(Required) Completion of 12th grade or equivalency (GED)

Knowledge of:All general office procedures including filing, typing skills, ability to use machine dictating/transcribing 
equipment, calculator, telephone/receptionist technique, proper English usage, accurate spelling, punctuation and grammar.  This position also requires computer literacy proficiency in all phases of word processing.

Ability to:
Take shorthand or fast notes at 80 wpm or demonstrate proficiency in machine dictation; type at a minimum of 45 wpm; perform all business related office procedures efficiently.

PHYSICAL ABILITIES: Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps and ladders.  Able to lift 20 pounds.  Able to carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.  

REQUIRED TO: Hold and maintain a valid California Motor Vehicle Operator's License and a driving record satisfacto​ry to the District's  insur​ance company.  Pass a required physical exami​nation.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None    

SUPERVISION FROM:
Administrative supervisor

