
 
CENTRAL DAUPHIN SCHOOL DISTRICT             POSITION DESCRIPTION 
 
 
Position:   Confidential Secretary, Superintendent 
   
Department: Office of the Superintendent     FLSA: Non-Exempt 
 
Reports To: Superintendent     
 
 
SUMMARY 
 
Provide the Superintendent with typing, filing, date finding, scheduling, message taking, 
recordkeeping, and any other duties as assigned.  Deals with confidential information on a daily basis. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
A. Keep the Superintendent’s schedule by making appointments, keeping a running calendar, 

arrange meetings and reserve location for such meetings. 
 
B. Types all correspondence; distributes all signed correspondence and processes all 

correspondence. 
 
C. Prepares for all Parent Advisory Committee meetings including notifying PTA representatives 

of meeting locations.  Prepares all necessary copies of materials used. 
 
D.  Prepares Superintendent’s budget for approval.  
 
F. Prepare all requisitions for Superintendent and School Board Secretary and track purchase 

orders. 
 
G. Process absence requests for administrators.  
 
H. Organize and maintain filing system for Superintendent and office area. 
 
I. Open and sort mail.  Receive incoming phone calls for the Superintendent. 
 
J. Distribute state reports and track their return. 
 
K. Help organize and assist the in-service for teachers on opening day of school. 
 
L. Coordinate with local radio and TV stations the school closing passwords. 
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N. Develops, writes and works toward the achievement of annual goals. 
 
O.  Is Courteous, respectful and professional in all interactions with others. 
 
P.  Other duties as assigned by the Superintendent. 

  
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
essential functions. 
 
 
QUALIFICATIONS 
 
Knowledge and Skills:  Microsoft Office, extensive experience with both Excel and Access required.  Basic 
knowledge of the special practices, technicalities and work methods for the department.  Working 
knowledge of English grammar and composition, business and/or legal formats, spelling, arithmetic, filing, 
and record keeping.  Sufficient human relations skill to communicate standard, yet sometimes sensitive 
information, to employ lines of inquiry, and to maintain harmony in a work setting.  
 
Abilities:  Ability to work independently, perform all the duties of the position efficiently and effectively.  
Requires the ability to plan, organize and prioritize work in order to meet schedules and timelines.  Requires 
the ability to analyze situations and accurately and adopt an effective course of action.  Requires the ability 
to communicate with the public using courtesy, and in a manner that reflects positively on the department 
and District. 
 
Physical Abilities:  Sufficient hand/eye coordination and manual dexterity to keyboard; sufficient visual 
acuity to recognize words, letters and numbers. 
 
Education and Experience:  High School diploma or equivalent required.  Minimum of two (2) years of 
progressively responsible secretarial and clerical experience, preferably in a school setting required. 
 
Terms of Employment:  12-month position  
 



WORK ENVIRONMENT & PHYSICAL DEMANDS CHART - POSITION: CONFIDENTIAL SECRETARY- SUPERINTENDENT 
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1. Standing/Walking X   16. 51 Pounds or more X    

2. Sitting  X  DOES THIS JOB REQUIRE? EXCHANGE OF IDEAS: 

3. Twisting X   17. Working in hot, cold, wet surrounds X   31. Ability to express or exchange ideas   X 

4. Lifting/Carrying X   18. Working outdoors X   32. Ability to understand communication 
of others with or without adaptive 
devises. 

   X

5. Pushing/Pulling X   19. Working with or near chemicals X    

6. Climbing (Ascending 

   descending) 

X   20. Potential exposure to communicable 
diseases 

X   Obtaining impressions through the eyes of the shape, size, distance, 
motion, color or other characteristics of objects with or without adaptive 
devices. 

7. Bending/Stooping X   21. Working near radiation sources X   THE MAJOR VISUAL FUNCTIONS ARE: 

8. Using arm muscles frequently or for 
extended periods. 

 X  22. Working with hazardous waste 
materials 

X   33. Acuity, far - clarity of vision at 20 
feet or more. 

   X

9. Using leg muscles frequently or for 
extended periods. 

X   23. Utilizing essential upgraded or 
adaptive equipment as industry standards 
require  

X   34. Acuity, near - clarity of vision at 20 
inches or less. 

   X

10. Using back muscles frequently or for 
extended periods. 

X   24. Using hand tools X   35. Depth perception - three-dimensional 
vision.  The ability to judge distance and 
space relationships so as to see objects 

   X

LIFTING REQUIREMENTS 25. Operating vehicle X   here and as they actually are.    

11. 2 - 10 Pounds  X  26. Potential for cuts and bruises X   36. Field of vision - the area than can be 
seen up and down or the right or left 
while the eyes are fixed 

   X

12. 11 - 20 Pounds X   27. Using a calculator X   on a given point.    

13. 21 - 30 Pounds X   28. Using a personal computer   X 37. Accommodation - adjustment of the 
lens of the eye to bring an object into 
sharp focus.  This item is especially 
important when doing near-point work at 
varying distance from the eye. 

   X

14. 31 - 40 Pounds X   29. Regular Attendance/ 

     Punctuality 

  X 38. Color vision - the ability to identify 
and distinguish colors. 

X   

15. 41 - 50 Pounds X   30. Ability to do Math  

     Literate 

  X     
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