
9405 
FLSA Status: N 
Pay Grade: 12 

Days of Work: 240 
 

LEXINGTON / RICHLAND SCHOOL DISTRICT FIVE, SOUTH CAROLINA 
JOB DESCRIPTION, MAY 2014 

 
JOB TITLE:  SECRETARY III 
OFFICE OF INSTRUCTION 

 
GENERAL STATEMENT OF JOB 

 
Under limited supervision, performs varied and complex administrative and secretarial work requiring 
knowledge of practices and procedures of the District in order to effectively support the Office of 
Instruction and communicate with professional and support staff, parents, and the general public.  
Performs related work as required.  Reports to the Director of Elementary Education and the Director of 
Secondary Education. 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 

ESSENTIAL JOB FUNCTIONS 
 
Assists the Director of Elementary Education and Director of Secondary Education by performing a 
variety of complex or specialized secretarial and administrative duties, which include but are not limited to 
composing and/or preparing reports and correspondence, researching and compiling data, scheduling 
meetings and appointments, maintaining calendars, preparing meeting materials, maintaining computer 
record-keeping operations, establishing and maintaining filing systems, making education / travel and 
conference arrangements, etc. 
 
Performs various bookkeeping duties, including but not limited to procuring supplies and materials, 
processing invoices for payment, reconciling account balances, processing reimbursement requests, 
maintaining division credit card and preparing related payments, repairing financial reports, etc. 
 
Ensures the ethical use of the department’s procurement card.  
 
Manages the Director of Elementary Education and Director of Secondary Education’s budget as 
appropriate.    
 
Schedules staff evaluations and processes related paperwork.  
 
Coordinates and/or participates in special projects / studies as assigned.  
 
Coordinates the logistics for various meetings, retreats, workshops, as requested.  
 
Types, copies, files and mails various routine and confidential letters of correspondence, reports, records 
and other documents.  
 
Performs computer data entry to record and retrieve information; generates computer reports as required. 
 
Receives and responds to inquiries, requests for assistance, concerns and complaints from school 
personnel, parents, other districts and agencies, and the general public.  
 
Answers the telephone; provides accurate information to callers and/or forwards calls to appropriate staff 
person. Greets office visitors and performs customer/public service duties as required.  



 
Performs routine clerical duties, including copying and filing documents, collating materials, sending and 
receiving faxes, maintaining logs and lists, processing mail, etc.  
 
Operates a variety of equipment, which include a computer, tablet or various devices, printer, typewriter, 
copier, fax machine, telephone, audio-visual equipment, calculator, etc.; uses clerical, computer and 
bookkeeping supplies.  
Maintains the necessary technological skills to effectively perform responsibilities pertaining to the 
position.   
 
Interacts and communicates with immediate supervisors, other District administrators and staff, school 
administrators and staff, Board members, parents, sales representatives, State Department of Education 
personnel, various outside organizations and professionals, and the general public.  
 
Attends meetings, training, workshops, etc., as appropriate to enhance job knowledge and skills.  
 
ADDITIONAL JOB FUNCTIONS  
 
Assists other clerical staff with duties as needed.  
 
Prepares refreshments for meetings; including set-up, breakdown, and transportation. 
 
Performs related duties as required. 


