EVERGREEN SCHOOL DISTRICT

CLASS TITLE:  SPECIAL PROJECTS ASSISTANT

BASIC FUNCTION:

Under the direction of the Principal of a multi-funded project school, perform booking and clerical duties; compile data, type letters, reports and State and Federal Categorical Applications; work with financial records and project budget; process project purchase orders and requisitions.

REPRESENTATIVE DUTIES:

Perform bookkeeping and clerical duties; compile data, type letters, reports and State and Federal Categorical Applications.

Work with financial records and project budget; precess project purchase orders and requisitions; monitor budget categories.

Establish and maintain special project files.

Maintain written communication with parents and staff members; schedule meetings, appointments and workshops for parents and staff.

Compile revision of annual A-127ES Project.

Organize and prepare for parent meetings and workshops.

Maintain I.L.P. for each LES/NES pupil.

Respond to requests for data and information from District Special Projects Office.

Perform related duties as assigned.

KNOWLEDGE AND ABILITIES

KNOWLEDGE OF:

Basic accounting, bookkeeping and financial record-keeping practices.

Guidelines governing State and federal categorical programs.

Modern office practices, procedures and equipment.

Correct English usage, grammar, spelling, punctuation and vocabulary.

ABILITY TO:

Type at 40 words per minute from clear copy.

Work independently with little direction

Establish and maintain cooperative and effective working relationships with others.

Communicate effectively both orally and in writing.

Read and comprehend State and federal guidelines and regulations.

Make arithmetic calculations with speed and accuracy.

EDUCATION AND EXPERIENCE:

Any combination equivalent to:  graduation from high school supplemented by course work in secretarial science and bookkeeping and two years of responsible office and clerical/accounting experience, preferably in a school or school district with State and federal categorical programs,
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WORKING CONDITIONS:

ENVIRONMENT:

Office Environment.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Hearing and speaking to exchange information.

Seeing to read a variety of materials.

Classified Salary Schedule:  Range 26

