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POSITION DESCRIPTION

TITLE:


Instructional Materials & Technology Services Secretary

CLUSTER:

2C

QUALIFICATIONS:
High School Diploma

Experience and proficiency utilizing Microsoft Word, Excel, Outlook, PowerPoint, and Access; must have proven positive customer service skills, organizational skills with the ability to simultaneously coordinate multiple activities and projects involving a large number of participants (project management experience beneficial); Problem solving skills; Ability to plan and anticipate needs; Excellent multi-tasking skills and the ability to work under high pressure and within tight deadlines; Ability to work under stress in a professional and courteous manner; Ability to work independently

Excellent grammar, punctuation, spelling, and proofreading skills and the ability to produce accurate and error-free documents;  Excellent oral and written composition skills; Proven filing, calculator, and telephone skills; Proficient use of contemporary office equipment; Ability to understand and follow written instructions; Ability to sit and stand for long periods of time; Ability to work flexible hours; Experience in secretarial functions and in working with teachers, administrators, support personnel, parents, and students; Highest degree of confidentiality
Must be able to lift up to 50 pounds; push carts loaded with equipment or material, and use proper methods to move materials used in the Technology area
Must have the ability to take suggestions, directions, and coaching relative to procedures and policies as outlined by the Coordinator of Administrative Computing 

REPORTS TO:
Director of Technology and Coordinator of Administrative Computing
LOCATION:

Colonial Intermediate Unit 20 Central Office

JOB GOAL:
To assist in the effective and efficient office operations and the coordination of workshops; projects, and activities, which involve the Technology Services Department
Essential Duties and Responsibilities

1. Professional Development Support
To provide the appropriate support necessary for the continued provision of professional development programs.







(30 points)
2. Departmental Responsibilities

To perform duties related to assisting departmental staff in the successful provision of technology services to IU staff and our member districts.


(25 points)

3. Office Duties and Responsibilities

To ensure effective and efficient office operations by following office procedures and successfully performing office duties.





(20 points) 
4. Video/AV Material Library
To maintain and coordinate all processes surrounding the procurement, distribution and duplicating of videos, AV materials, and other related services.  

(10 points)

5. Professional Contributions
To make professional contributions to the achievement of all Intermediate Unit and department goals in support of the vision and mission of the Intermediate Unit.  (15 points)
OTHER MAJOR DUTIES AND RESPONSIBILITIES:

Perform other job functions as directed by the Director of Technology and the Coordinator of Administrative Computing.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job related instructions and to perform any other job related duties requested by their supervisor.

TERM OF EMPLOYMENT:

1. Salary and work year to be established by the CIU 20 Board.

In accordance with state and federal law, reasonable accommodations will be considered upon employee request.
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