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Supervisor - Position no. Supervisor - Position title Supervisor's focation

.+ Dascribe, in a briet paragraph, the purpose or main function of this position, This statement should answer the qusstion: © WHY does this positian
- exist?”

Under the general supervision of the Principal, provides clerical
secretarial and receptionist services to the school.

> ¥ g

Describe the duties of the position, starting with the area of major responsibility. Describe WHAT each duty Is, WHY it is done and HOW it is done.
Use extra blank sheals as required.

Major Dutles

Provides receptionist services:

- by receiving visitors and phone calls and referring to
to appropriate staff members and providing factual
information when required.

- by arranging for interview times when the appropriate staff
members are available.

- by taking and relaying messages to staff members.

Provides secretarial .services to the Principal, and staff

members: Co - Co

- by typing (correspondence, month end reports, requisitions,
etc,) filing, photo-copying, etc.

- by receiving and distributing salary cheques for school
staff.

- by keeping student files {cumulative records and
confidential files) up to date.

- by maintaining a log of all Tong distance calls made from the
school and checking against monthly statement.

- by controlling the operation and servicing of the school
copying machine.

- by preparing and duplicating classroom working materials,

Maintains an adequate gquantity of school materials so that

essential school supplies are always available.

- by asessing requirements, requisitioning supplies, checking
shipments, ‘

Provides clerical and personnel services;

- by preparing casual and substitute teacher pay forms for the
principal's signature.

- by keeping an accurate record on capital and 0&M expenditures
relating to budget,

- by keeping accounts and making deposits for various groups

Minor Dot Do bl o i S aoss 4@t funds) .

- by checking staff leave forms for accuracy and completing
monthly attendance summaries.

- occasionally supervises children in non-teaching situations,

- adminsiters first-aid, drives children to the hospital.

- notifies parents in cases of sickness or accidents,
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+ Using the format below, explgin the following: a} {WHat is the rﬁiyﬁxium level of education and training required to perform these duties 7
o % Uspecify cettiﬁ‘o{%ﬁes, licences or necessary appointments |
. &8 b) Describe whysthis'education and training Is necessary { rationale ) .
W ¢} Identify dutfés’fwhich suppaort this level of education and training { duty number ).
Ty
AT RATIONALE DUTY NO.
TP i1 s
Grade 10 . Mﬁgma&@l“&nowledge and language capability 1,2,4
Secretarial Arts -to~d®al with students, teachers, parents
Program or and to read directions, manuals,
equivalent. regulations, etc.
Position requires typing speed of 1,2,3,4
50-60 W.P.M. and basic accounting skills.

MINIMUM LEVEL

4
.
-

I

Using the format balow, romplete the following: a} Name the skills and knowledge necessary to perform these duties which must be gained
through experience { knowledge of regional problems, skilt in planning J.
b) What is the minimum length of time required to develop each skifl and knowledge?
¢} ldentify duties which support each requirement,

[ SPECIFIC SKILL OR KNOWLEDGE LENGTH OF TIME DUTY NO. )

Skill in dealing courteously and effectivel) 1-2 years 1
with parents, students, teachers,
Ability to produce a large volume of 1-2 years 2,3
accurate work in a "pressure" situation.
Knowledge of departmental and government 3-6 months 2,3,4
policies and procedures.

4

5

§ - al What final decisions are made BREGULARLY, for which the employee i; held accountable ? Describe, using specific examples ( eg, signing

autherity delegated }. . ) )

~ Employee is held accountable for accuracy of information re. school
©  and government policies, regulations, and schedules that are given to
¢ students, teachers, parents and other agencies; for setting priorities
© bl What is the direct impact of thosa decisions { eg. on groups, resource utilizationvand program delivery )2

for completing work in accordance with established deadlines; and for
accuracy of budget summaries, location of files and personnel records.

Sound decisions by the employee contribute to good staff and student
morale and efficient program delivery, Poor decisions can result in
mistakes that dirritate or anger school personnel and parents, Tate
reports, lack of materials when needed by school programs and over-
spending of school budget.

c} What recommendations does the employee make; to whom are they made and how often ? Describe using specific examples.

Employee mainly makes recommendations regarding procedures, methods,
and scheduling on an as needed basis to the principal.



7 a) List the directives, manuals, regufations, ordinance or other written guidelines used REGULARLY, and specify how they ara used

{ &g, follow procedures in manuals, explain of interpret reguiations }. . .
Co%1ective Agreements YN.ﬁ.T.*.A. and P.S.A.) does some interpreting but

mainly applies provisions for leave etc. set out in these agreements.
Regional Purchasing Manual- fiollows procedures set out in the manual.

H

& bl What controls are exercised over selection of mathods and procedures, and the work performance either by the supervisor or other
persons, either directly or indirectly 7 Give specific examples { eg. informatlon sources specified by client, supervisor checks and approves

i campleted work ). .
! General requirements- are specified by supervisor but employee has

i considerabhle latitude in determining method, Supervisor- checks some

! of the completed work (such as correspondence, requisitions) but counts

“  on relijability of employee for accuracy in other areas such as filing,
personnel records, budget summaries.

How 15 the waork assigned to the employee { eg. verbal direction from supervisor; written instructions with work request ) ?

c)
Mainly through verbal direction,
d} List the major tools, cquipmént and machinery used in the wqu; and the percentage of time spent using each.
1 N <. o s T, . 1 2
Typewriter 25%
Xerox 10%

Spirit Duplicator 10%

t
: 1 POSITION TITLE POSITION NO. EMPLOYEE NAME

N/A
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Assigns and reviews work on a day to day basis,

Recommends work schedutes, staff allocation, stc., to immediate supervisor-
Schedutes and assigns work priorities and allocates staff to activities or projects;
Trains new employess and explains new work methods and procedures to subordinates;
Monitors adherence of subordinates to poticies, regulations and procedures;

Writes letters of warning and reprimand and recommends further disciplinary action;
Plans, schedules and implements work programs;

Establishes quality and quantity standards for work;

Exercises signing authority, Specify { eq. appraisals, leave forms } |

Recommends changes te position duties and writes job descriptions;

identifies staffing needs and Interviaws potential employees;
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and Supply Firms.

TI';’LE AND ORGANIZATION OF CONTACT HEASdN FOR CONTACT b}é&(;l‘hlj-!_&l)ch FREQUENCY
Staff and students infotmation/appointment |[Person daily
Parents and public infotmation/appointment |[Person daily
Area Education Personnel check on regulations Mainly daily
other Gov't Departments relay informtion, check [telephone|daily
ordets.

\

bl Which of the contacts are most difficult 7 Explain why.

A1l require tact and good person to'person skills but prob

ably contacts

with parents are most difficult as the school secretary is usually the
first contact at the school for anyone with a complaint.

10 ; Specify any features of the work which create unusual demands on the employee, or which create physical or mental stress { eg. performing
= precision work, lifting heavy weights, working in obnoxious odours or hazardous conditions ).

Large volume of work (much of which is detailed and requires careful

attention) that must be completed by established deadlines despite
frequent interruptions froom phone calls, visitors to the school office.




