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SUMMARY: 

Processes and tracks clinical service records for Medicaid.  Prepares information for speech referrals.  

Collects and organizes itinerant service summaries.  In addition, this person serves as secretary to the Crisis 

Prevention Coordinator and performs secretarial duties for the Special Education Department working in 

conjunction with LEA personnel, ISD administration, teachers, and support staff. 

 

This position is classified under Group II of the nonunion clerical employee's group as an employee who 

works with supervision and has primary duties of computer word processing, records retention, duplication, 

typing, filing, switchboard operation, working with the public, and reporting to administration. 

 

This person works up to 8 hours a day; up to 210 days a year.  Additional hours/days may be required. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

- Processes clinical service records for Medicaid reimbursement purposes. 

- Develops/maintains a tracking system to capitalize on all possible Medicaid reimbursement entitled 

by the ISD. 

- Prepares personnel lists for the Administrative Outreach Program and coordinates training sessions 

for the time study. 

- Prepares/processes speech referral information for doctor. 

- Provides individual and group support/training to LEA teachers/administrators on computerized IEP 

system. 

- Compiles and distributes itinerant service summaries. 

- Processes information using office equipment and software housed in the building. 

- Maintains thorough knowledge of software used. 

- Possesses general knowledge of telephone system. 

- Prepares correspondence and assists with scheduling committee meetings; plans and coordinates 

inservices and workshops for Crisis Prevention Intervention. 

- Assists special education supervisors and their secretaries when needed. 

- Coordinates and assists special education staff with trainings offered. 

 

SUPERVISORY RESPONSIBILITIES: 

None. 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE: 

Associate’s degree in secretarial science or related field, or two years of post-secondary training in related 

field, or a minimum of two years of work experience with responsibilities primarily related to clerical 

functions. 

 

CERTIFICATES, LICENSES, REGISTRATION: 

Associate’s degree or documentation of post-secondary training. 

 



LANGUAGE SKILLS: 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, 

procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before 

parents, staff, and the public--both in person and on the phone. 

 

MATHEMATICAL SKILLS: 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals.  Ability to compute rate, ratio, and percent.  Ability to calculate figures and 

amounts such as discounts, interests, and percentages. 

 

REASONING ABILITY: 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 

form.  Ability to deal with problems involving several concrete variables in standardized situations. 

 

OTHER SKILLS and ABILITIES: 

Ability to operate a personal computer and related software.  Ability to perform duties with awareness of all 

district requirements and Board of Education policies.  Ability to develop effective working relationships 

with staff and the school community. 

 

Upon initial placement in this position, the employee must demonstrate competency in basic math, 

proofreading, capitalization, number usage, spelling and grammar, including the ability to perform tasks in 

current versions of Microsoft Word and Excel, by passing the Tuscola ISD secretarial test with 80% 

accuracy.  Ability to complete a typing test with a minimum speed of 50 wpm. 

 

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The 

employee is occasionally required to stand or walk.  The employee is occasionally required to reach with 

hands and arms, repeating the same hand, arm or finger motion such as when performing data entry.  

Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust 

focus.  The employee must occasionally lift up to 25 lbs. and push/pull up to 50 lbs. such as a case of paper. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those 

an employee encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually quiet to moderate, depending on daily activity. 

 

The employee shall remain free of any alcohol or nonprescribed controlled substance in the workplace 

throughout his/her employment in the District. 

 

 

 

 

 

 

 

 

 

 

The information contained in this job description is for compliance with the Americans with Disabilities 

Act (ADA) and it not an exhaustive list of the duties performed for this position.  The individuals currently 

holding this position perform additional duties and additional duties may be assigned. 

 


