
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTIONS 

 
Position: Secretary to the Director of Health Services  
Supervisor: Director of Health Services 
General Job Description: To assist and relieve Director of Health Services of purchase orders, 

filing, organization and paperwork responsibilities so that he/she may 
devote maximum attention to the duties of supervision, program 
development, and management. 

 
Essential Duties and Responsibilities: 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior. 
3. Engage in self-development. 
4. Follow district policies and administrative rules and regulations. 
5. Maintain behavior appropriate to performing and accomplishing assigned duties. 
6. Know what to do to successfully complete assigned work. 
7. Project an overall concern for personal appearance as it relates to job performance. 
8. Handle information that is confidential regarding personnel and labor relations issues. 
9. Scheduling meetings/Maintaining Google Calendar 
10. Communicate with school nurses of a daily basis 
11. Take detailed messages and communicate via phone calls, emails, etc. 
12. Intake of parent complaints and concerns 
13. Administer medications as needed for AEP students in the event that the Director of Health 

Services is absent or unavailable.  
14. Maintain Health Services Inventory 
15. Maintain Nursing Inventory 
16. Arrange interviews for nursing 
17. Prepare for parent previews(Puberty, etc.) 
18. Prepare and maintain spreadsheets for restraint, suicide, bullying, and threats. 

a. Monitor submitted documents for accuracy 
b. Prepare documents for District Crisis team meetings 

19. Warranty and scheduled maintenance check set up for all nursing equipment and AED’s. 
20. Monitor for and file reports received from nurses to provide to supervisor. 
21. Assist with nuse sub arrangements 
22. Assist with the updating of the Health Services Handbook 
23. Assist with tracking vaccination compliance and Immunization exemption. 
24. Track students with health plans 
25. Maintain list of community providers for mental health services. 
26. Take calls from school sites for threats, suicides and intensive behaviors 
27. Cover summer PCP duties. 

 
Nursing Budget 

1. Process purchase orders. 
2. Process nursing warehouse orders. 
3. Organize travel arrangements and reimbursements. 
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Additional Duties & Responsibilities: 

1. Perform the usual office routines and practices associated with an office including, but not limited 
to: answering the telephone, filing, typing, maintaining/updating forms, and copying materials. 

2. Set up and schedule all Nurse interviews, put together interview packets and help submit 
recommendation form to HR. 

3. Maintain/update all of the Nurse phone and lists. 
4. Attend assigned district meetings and professional development opportunities.  

 
Qualifications: 

1. High School Diploma or GED equivalency. 
2. Experience as a secretary or equivalent work. 
3. Demonstrates knowledge of basic office procedures. 
4. Demonstrates knowledge and skills of computer functions and operations. 
5. Demonstrate effective and stable interpersonal relationships with public and staff. 
6. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 
Physical Requirements: 

Sitting, standing, lifting and carrying (up to 50 pounds), reaching, squatting, climbing,  
kneeling, typing, and moving light furniture may be required.  

 
Safety & Health: 

Knowledge of universal hygiene precautions. 
 
Equipment/Material Handled: 

Must know how to properly operate, or be willing to learn to operate all multimedia  
equipment including current technology. 

 
Work Environment: 

Must be able to work within various degrees of noise, temperature, and air quality.  
Interruptions of work are routine. Flexibility and patience are required. Must be self  
motivated and able to complete job assignments without direct supervision. Must be able 
to work under stressful conditions. 

 
Terms of Employment: 

Salary and work year to be established by the Board. 
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