
 

                         CLOVIS MUNICIPAL SCHOOLS 
 

                                                 JOB DESCRIPTION 
 
 

Position:     Secretary to the Director of Assessment and Accountability 
  
Supervisor:     Director of Assessment and Accountability 
 
General Job Description: Serve as assistant to the Director and fulfill duties as assigned. 
 
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 over-all concern for personal appearance as it relates to job performance. 
8. Serve as a resource person and assist teachers and staff with various classroom instructional needs, 

such as laminating, making posters, binding, finding resources, etc. 
 9. Assist in staff development activities, workshops, and activities related to Instruction. 

10. Maintain a correct chattel inventory. 
11. Perform usual office tasks to include, but not limited to: typing, filing, receiving, placing and routing  

telephone calls, correspondence. 
12.         Originate and process purchase orders, warehouse orders and work orders. 
13.         Maintain a clean, orderly, well-stocked Instructional Resource Center. 
14.        Properly operate and maintain equipment in good working order. 
15.        Receipt money according to Clovis Municipal Schools guidelines. 
16.        Assist in the completion and distribution of curriculum documents.  
17.        Acquire text and adoption samples from publishers according to NM Instructional Materials   
              schedule. 
18.        Maintain records, including, but not limited to, sign-in sheets, purchase orders, and invoices. 
19.        Maintain financial reports 
20.        Maintain district school supply warehouse and fill requests. 
21.        Update documents for CMS Summer Reading program, distribute coupons to students, and maintain   

       logs for return to school sites. 
22.        Make travel arrangements as needed for the Director. 
23.        Handle information that is confidential regarding personnel and labor relations issues. 
24.        Handle community correspondence related to donations. 
25.        Prepare onboarding packets for new employees. 
26.        Maintain calendar for IRC lab and schedule events 
  

Additional Duties and Responsibilities: 
 1. Provide coverage for the Central Office reception desk as needed.   

2. Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor 
and/or the Superintendent. 

 
Qualifications: 

1. High school diploma or GED.   
2. Experience as a secretary or equivalent work. 
3. Demonstrated knowledge of basic office procedures. 
4. Demonstrated aptitude for the work to be performed. 



 

5. Demonstrated knowledge and skills of computer function and operation, typing, accounting and 
other related secretarial skills. 

6. Demonstrated effective and stable interpersonal relationship with public and staff. 
7. 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, climbing stairs, squatting, kneeling,  

fingering or otherwise working with fingers, and moving light furniture may be required. 
 

Safety and 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.  Fax machine, laminator, book binders, paper cutters, etc.             
                       

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 assignment 
without direct supervision.   After hour work may be required.  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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