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BERKS COUNTY INTERMEDIATE UNIT

POSITION TITLE:  Substitute Secretary- Substitute Service

QUALIFICATIONS:
A. High school graduate with at least three (3) years previous secretarial experience.

B. Working geographical knowledge of Berks County.

C. Proficiency in basic computer applications, such as word processing, spreadsheets, databases, etc.

D. Ability to operate various pieces of office equipment, such as typewriter, calculator, postage machine, facsimile machine, photocopier, etc.

E. Ability to report to work at 5:00 A.M. (full-time position)

F. Ability to work independently without direct supervision.

G. Strong verbal, written, and interpersonal skills.

H. Ability to handle multiple tasks/projects concurrently and to organize and prioritize work to meet all deadlines.

I. Possess personal characteristics indicative of maturity, flexibility, tactfulness, cooperation, and cheerfulness.

J. Ability to understand the need for and maintain confidentiality.
K. The holder of this position could be required as part of his or her duties to engage in activities that can be charged to a Medical Assistance (MA) or other state or federal healthcare program. Clearance as a provider by both the Commonwealth of Pennsylvania and the federal government is therefore an essential qualification for this position.
REPORTS TO:
Program Administrator – Early Childhood and Student Services
POSITION GOAL:

Provide an efficient substitute service to assure the functioning of the programs served in the absence of the regular personnel.

PERFORMANCE RESPONSIBILITIES:

The essential functions of this position include, but are not limited to, the following fundamental duties:

A.
Secure substitute personnel as needed (including all programs but not limited to BCIU Child Care, Early Intervention, Head Start, Alternative Education, and Special Education).

B.
Complete and process necessary forms on the substitutes (new employee form, time sheet and daily substitute listing).

C.
Notify supervisors of absences and replacements.

D.
Update substitute listing by adding/deleting substitutes.

E.
Prepare correspondence and maintain records of annual physicals, TB tests, and training hours for BCIU Child Care employees.

F. Assist in preparation for BCIU Child Care center licensing.

G. Assist program secretaries on projects when the need arises with a variety of tasks and/or special projects.

H. Perform other job-related duties as required or assigned.

TERMS OF EMPLOYMENT:

Non-exempt. As Needed.  Hourly rate established as per AFSCME Collective Bargaining Agreement, Level V.  Full-time hours:  5 A.M. – 12 noon; part-time hours 11:30 A.M. – 3:30 P.M.

EVALUATION:

Performance in this position will be evaluated in accordance with provisions of the Board's policy on evaluation of personnel.  The probationary period for new hires shall be ninety (90) working days in length.
The position holder must be able to perform the essential job functions with or without reasonable accommodation.  It is the responsibility of the employee to inform the BCIU Director of Human Resources of any and all reasonable accommodations that will be required.

	BCIU is an equal opportunity employment, educational, and service organization.
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