POSITION

NOTICE

Senior Secretary

Child Welfare & Attendance & Student Services

$48,880-$57,200

*Salary is based on step increases

Work Duration:

260 Days
8 Hours/Day

Application Deadline:

Initial Deadline: March 31, 2025
Position Open Until Filled

Internal applicants must notify their
supervisor of their intent to apply.

Interested candidates
must apply online via the
District Website at:

(X) WeAreSCPPS.org

It shall be the policy of the St. Charles
Parish School Board that no person shall, on
the basis of race, color, national origin, sex,
age, disability, religion or veteran status
be denied the benefits of, or be subject to,
discrimination in regard to employment,
retention, promotion, transfer, or dismissal
in any educational program or activity
under the jurisdiction of the Board.

Signature:

Teresa C. Brown

CENTRAL OFFICE

Click on the district logo icon to learn more about the school system.

Responsibilities:

* Provide administrative support and clerical assistance to assigned supervisor

 Prepares correspondence on behalf of the District Hearing Officer as mandated by the
Louisiana School Discipline Law

* Manages the Student Services Medicaid reimbursement audit process

* Responds to inquiries from a variety of internal/external parties for the purpose of providing
information, facilitating communication among parties and/or providing direction

« Coordinates assigned projects and/or program components for the purpose of completing
activities and/or delivering services in a timely fashion

« Establishes and maintains department records

« Compiles and distributes a wide variety of material/documents and reports

« Performs duties for the purpose of ensuring the efficient and effective functioning of the work
unit

Certification Requirements:

» High school diploma or equivalent

« Efficient in computer skills and programs

» The ability to multi-task and prioritize

« Strong communication skills and professional attitude

District Support & Commitment:

« Participate in department on-boarding and professional growth opportunities

« Support from the Executive Director of Child Welfare & Attendance & Student Services
« Provision of health insurance and benefits

« Enroliment in Employee Discount Program
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