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QUALIFICATIONS:
1. Education in secretarial field beyond high school and/or  strong high school secretarial course background. 

2. A minimum of one-year experience in a secretarial position of responsibility.

3. Have knowledge of an ability to use modern office procedures, word processing, data entry, and computer programs.



4. Complete criminal history record information from the 
Kansas Bureau of Investigation.

REPORTS TO: 

Early Childhood Director and Assistant Directors
JOB GOALS:       To maintain the Early Childhood Special Education  program by 

                               providing support where needed.  Ensure office responsibilities are

                               met for Early Childhood Programs.
ESSENTIAL FUNCTIONS:

1.  Provide support services to Special Education and Head Start staff.

2.  Provide secretarial services to the Early Childhood Office, including
     answering the phone, making copies, sending out health notices, mail outs, etc.

3.  Update Parent Handbooks:  typed, compiled, printed and distributed
     yearly.

4.  Monitors the availability of ECO and Special Education forms and 
     paperwork.  Make copies when needed.  

5.  Create requested reports to the early childhood management team in the   

     requested time frames.  These may include:  ASQSE, Kelli 4 R’s, ASQ#,
     Family Surveys, and COS Outcomes.

6.  Enter family and child data into Child Plus for the Early Childhood 
Disability program.  The information to be entered would be from ASQ’s, Mental Health, and IEP’s.
            7. Attends Teacher Special Education meetings and other meeting upon request.

8. Prepare materials and organize the county wide 0-5 screening.  Provide
advertisements, schedule appointments and keep a data base of information    regarding the screening. 

9. Assist with communication to the central office and state regarding KIDS.

10. Creates Special Education student folders and files.

11. Understands and maintains confidentiality.

12.  Assist all Elementary Secretaries with data entry of T-3 and 3-year old

       student enrollment in Power School.

13.  Roll-over students in Power School at the end of the year for T-3 and 

       3-year old students.
14.  Maintain visual board with children’s enrollment information.

15.   Assist with student application entry as directed by the Assistant Director of    

        Family and Community Services.

16.  Data entry for state programs such as; KELLI4, DAISY and CCRS Tools. 

17.  Support transportation services for early childhood, special education            

       students and Toddlers Turning 3. 

18.  Assist Family Advocates with student files. 

19.  Assist with data collection of benchmark assessments and C.L.A.S.S.

20.  Organize and implement transition and staffings process.
21. Other duties as requested by the ECO Director and Assistant Directors.

TERMS OF EMPLOYMENT:  Contract for eight hours per day, five days per week and 210 days per year.  Benefits as provided McPherson USD 418 board and policies, hourly rate based on the classified salary scale.
EVAUATION:  Performance of job will be evaluated in accordance with board policy.
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