CEC SECRETARY I

QUALIFICATIONS:
· Office administration diploma or equivalent experience
· Extensive experience with Microsoft Office, especially Excel
· Knowledge of Student Information System (SIRS) would be an asset
· Ability to work cooperatively with other team members
· Ability to communicate effectively

DUTIES:
Reporting primarily to the Assistant Superintendent:  Curriculum & Assessment, the successful applicant will:
· Collect all data and preparing reports related to Special Education services
· Order materials and supplies for students and schools from District-based budgets
· Submit electronic information to AB Education Student Information System
· Collect data and prepare school EXCEL profiles of student learning needs as it relates to teaching assistants and contracted positions
· Provide support for transportation of students with mild/moderate and severe needs 
· Prepare and distribute all curriculum correspondence and District forms
· Other duties as assigned by the Assistant Superintendent and Director of Student Services
· Provide support for the eLuminate program to school personnel

