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Occupational Therapy Assistant

Reports to:
Director, Transportation
Wage/Hour Status: 
Nonexempt
Dept./School:
Transportation
Pay Grade: CT 46


Job Code:
Primary Purpose:

Organize and manage the routine work activities of an administrative department office and provide clerical services to the director of transportation and other staff members.

Qualifications:

Education/Certification:

High school diploma or GED

Special Knowledge/Skills:
Proficient skills in keyboarding, applied technology (Microsoft Word, Excel, Access and PowerPoint) and file maintenance

Proficient in general office management procedures

Effective communication and interpersonal skills and possess a high level of integrity regarding confidentiality in departmental/district issues

Competency on CFISD
proficiency test (score of 85 or above and a minimum of 50 wpm typing skills).
Experience:

Three years secretarial experience, preferably in a public education environment

Major Responsibilities and Duties:

1. Prepare correspondence, reports, forms, board agenda items and department publications.

2. Process purchase orders, secure quotations for bids, maintain ledger sheets and reconcile budget reports.

3. Manage the director’s calendar, mail and telephone correspondence.

4. Prepare materials needed for meetings and staff development sessions.
5. Place and receive telephone and e-mail communications. Take accurate messages, and route to appropriate staff.
6. Represent the district in a positive manner to parents, community members, district personnel, vendors, TEA/Region IV contacts and others.

7. Perform routine bookkeeping tasks, including simple arithmetic operations, for the department.

8. Maintain a schedule of appointments

9. Perform other duties as assigned by the director.
Supervisory Responsibilities:

None.

Equipment Used:

Personal computer, printer, calculator, copier, shredder, and fax machine.

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Work with frequent interruptions, maintain emotional control under stress. Repetitive hand motions; prolonged use of computer.
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The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
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