Cincinnati-Hamilton County
Community Action Agency
We help make things happen

JOB DESCRIPTION

POSITION TITLE:  School Secretary FLSA STATUS: Non-Exempt
DIVISION: Head Start PAY GRADE: 5

HIRING RANGE: $11.80 - $14.45 per hour

WORK HOURS: Varies by site operations, 80 bi-weekly

LOCATION: Cincinnati-Hamilton County Community Action Agency (C-HCCAA)

1740 Langdon Farm Road, Cincinnati, Ohio 45237

POSITION SUMMARY:
Provides administrative site support to Head Start Center to ensure compliance with Head Start Performance

Standards,

federal, state, and local laws and regulations, and CAA policies.

ESSENTIAL JOB FUNCTIONS:
Under General Supervision:

1.

2.
3.

17.

18.

19.

20.

Prepares, maintains and generates correspondence; reports, forms and budgets for program
needs.

Receives, sorts and distributes incoming mail.

Creates, types and forwards correspondence to parents (i.e. letters, flyers, announcements,
delinquent fees, site closings, etc.).

Collects vouchers and fees from parents. Creates fee tracking system to ensure that accounts are
current, and prepares and submits weekly fee report to site manager. Generates and sends
delinquent fee letters when necessary.

Creates “Site News Flash” for site stakeholders and posts and updates on parent board.
Types, submits, and maintains tracking system of facility maintenance requests. Follows-up on
facility maintenance requests when necessary.

Creates and distributes monthly site calendar.

Takes, types and distributes minutes of site meetings.

Greets and assists parents and other visitors to site.

. Types parent handbooks.

. Maintains current enroliment list at front desk.

. Enters data into Childplus database system as required.

. Schedules appointments (i.e. interviews, meetings, training).

. Answers incoming calls on multi-line phone system, directs callers to appropriate service provider,

and takes messages.

. Collects attendance reports from teaching staff each week.
. Attends and participates in Head Start and C-HCCAA functions, including public information

campaigns and enrollment/registration drives.

Maintains an efficient and updated filing system for site documents (i.e. policy council information,
parent meeting information, and sign-in sheets).

Maintains inventory system for office and classroom supplies that includes ordering supplies as
needed through Fundware system. Conducts follow up on supply orders when necessary.
Provides administrative support with high quality service and confidentiality for the Head Start
children and families.

Maintain a level of good work attendance.

This list of job functions contains the essential functions of the job only.
Other duties may be assigned as necessary.
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QUALIFICATIONS AND REQUIREMENTS:
The incumbent must have:
1. An Associates degree in Business Education, Office Management, Secretarial Science, or a related
field, with one (1) years of administrative support experience, or a High School diploma/GED, with four
(4) years of administrative support experience. Knowledge of Early Childhood practices desired.
2. Advanced experience using Microsoft Office Software applications.
3. Demonstrated ability to excel in a business environment that is controlled by deadlines and schedules.
4. Exceptional interpersonal communication skills to effectively work with staff, funding agency
representatives, program participants, and community stakeholders.
5. Proficiency in business communication techniques, automated office equipment and
telecommunications systems and equipment.
Experience working with diverse populations, including executives and low to moderate-income
families.
Demonstrated ability to multi-task and prioritize duties.
Exceptional inter-personal skills with self-confidence, good telephone etiquette, and attention to details.
Ability to communicate with a diverse public and to create written communications.
10 Proficiency in using telephones, computers, copiers, fax machines and other small office tools.
11. Experience in organizing and filing documents.
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WORK ENVIRONMENT AND PHYSICAL DEMANDS:
The work environment and physical demands described here are representative of those required by an
employee to perform the essential functions of this job with or without reasonable accommodations.

Work environment:
Includes both a typical office environment, with minimal exposure to excessive noise or adverse environmental
issues, and exposure to heat, cold, inclement weather conditions, and occasional environmental hazards.

Physical demands:

Ability to meet the following physical requirements with or without reasonable accommodation:
a. Use hands to manipulate, handle, feel, and control items or equipment;

b. Bend, kneel and reach;

c. Stand and sit for extended periods of time.

d. Talk and hear;

e. See and be able to read, write, and interpret written documents;

f. Lift and move objects weighing up to 60 pounds.

ORGANIZATIONAL STRUCTURE:
Reports to: Principal
Manages: None

Cincinnati-Hamilton County Community Action Agency is an Equal Opportunity Employer. The

Functions, Qualifications, Requirements and Physical Demands listed in this job description represent the
essential functions of the job, which the incumbent must be able to perform either with or without reasonable
accommodation. The listed Job Functions do not necessarily include all activities that the incumbent may
perform.
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