ATTACHMENT A

SOUTH AMBOY SCHOOL DISTRICT
SOUTH AMBOY, NJ 08879

JOB DESCRIPTION
Pupil Personnel Services Secretary NONCERTIFIED

TITLE: PUPIL PERSONNEL SERVICES SECRETARY

QUALIFICATIONS:

1.
2.
3.

© e N o om;m

High school diploma or equivalent training
Minimum experience as determined by the board

Proficient word processing skills and ability to use district applications, including a working knowledge of
specialized vocabulary used by the child study team.

Knowledge of automated office equipment and efficient office procedures. Proficiency in technology used
by the district and ability to learn new software applications, as needed.

Knowledge of district rules and procedures such as attendance rules.

Strong interpersonal skills, including good telephone skills and ability to communicate effectively.
Ability to maintain confidentiality in all situations and interactions.

Required criminal history background check and proof of U.S. citizenship or resident alien status

Current residency in New Jersey, approved residency waiver or candidate agrees to obtain residency
within one year of employment

REPORTS TO: Director of Pupil Personnel Services or designated supervisor

JOB GOAL: Perform challenging secretarial and clerical duties pertaining to pupil personnel services
entaffing a high degree of responsibility, discretion and confidentiality, using independent judgment, in
addition to routine work necessary for the smooth and efficient operation of the Department of Pupil
Personnel Services.

PERFORMANCE RESPONSIBILITIES:

1.

Communications — receives and routes incoming calls and correspondence. A self-starter who
consistently is comfortable handling confidential or sensitive topics. Screens calls and inguiries that
involve sensitive topics. Accommodates the caller’s concerns without being judgmental while making the
supervisor aware of issues. Assists with daily calls concerning parental and/or student concerns.
Maintains phone answering services and intercom communications.

Files, Database, Scheduling And Operations Data — provides receptionist duties as needed, coordinates
and maintains sign in/sign out sheets and the integrated daily appointment schedule for the Pupi!
Personnel Services department and Child Study Team. Assists, logs in, and directs visitors to the
schools.  Schedules appointments including meetings and interviews in & manner that protects
confidentiality of visitors and applicants. Maintains confidentiality of records and information. Maintains a
well-organized up-to-date filing system. Maintains highly confidential records, files and sensitive
correspondence, ensuring that the material is properly marked, secured and accessible for immediate use
by administrators. Uses the |EP software, budget software, purchase order software, and other software
purchased by the district. Maintains and accesses daily enrollment information in the form of registers,
daily attendance sheets, disciplinary letters, add/drop data for students. Inputs Medicaid/SEMI
infarmation and maintains accurate student records for NJSMART uploads.

Meetings ~ arranges meetings, prepares agendas, takes clear notes and handles follow-up activities as

necessary. Makes sure the administrator has any necessary back-up mater:als needed.  Prepares
minutes when assigned.  Coordinates travel arrangements as assigned.
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PUPIL PERSONNEL SERVICES SECRETARY {continued)

@
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Reports —assists the superintendent or designee in complling data and preparing reports required by law,
adminisirative code and board policy. Maintains the confidentiality of source data and confidential
records that are summarized and assembled into the final report.

Office Functions — performs usual office routines, plus assembles confidential material according to
instructions, prepares summaries of confidential documents, and maintains confidential files. Prepares
correspondence, notices and reports, and verifies the accuracy of the work done. Operates all business
machines necessary to complete reports and clerical work required in the operation of the office.
Maintains IEP software information accurately. Prepares letters, memos, charts, scheadules, forms,
agendas, ASSA Report, NJSMART data entries, End-of-year Report, IDEA Application and various
instructions and maintenance records on computer or secure drives.

Functions Efficiently As Part Of A Team — prepares and edits letters, memos and reports from learning
consultants, speechflanguage therapists, occupationa! therapists, physical therapists, social workers and
psychologists. Distributes mail to members of the child study team (CST). Prepares duplicates and
copies of materials for the efficient functioning of the CST. Relates congenially with child study team co-
workers, other district staff, parents and students, some of whom may be under stress. Relates
agreeably and effectively with county office staff. On a daily basis, handles all paperwork from the county
office of Special Education such as exceptions, approvals for placements, etc.

District Goals — supports the Board of Education and the philosophy, goals and objectives for the district,
its schools, and its departments. Reports any concerns about deviations from district philesophy, such as
may impair delivery of services, to immediate supervisor in a timely manner.

Professional Development — attends workshops, conferences and meetings as are pertinent to the
position.

Other — performs other related specialized and confidential assignments as required, including other
tasks related to the efficient operation of the office as assigned by the administration.

TERMS OF
EMPLOYMENT: Salary and work year to be determined by the Board of Education

ANNUAL
EVALUATION: Performance of this job will be evaluated annually in accordance with NJ State law

and the provisions of the board’s policy on evaluations.

Approved by: South Amboy Board of Education

Date: March 20, 2017

LEGAL REFERENCES:

N.J.8.A 18A:6-7.1 Crimina! history record

N.J.S.A 18A:16-1 Officers and employees in general

N.J.S.A 18A:16-2 Physical examinations; requirement
N.J.S.A. 18A:17-2 Tenure of secretarial and clerical employees
N.J.A.C. 6A:32-6 School employee physical examinations

Immigration Reform and Control Act of 1986, 8 U.S.C.A. 1100 et seq.
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South Amboy Public Schools ATTACHMENT B
240 John Street, South Amboy, New Jersey 08879

COVEBNDRS Phone: 732-525-2100 « Fax: 732-727-0730

Jorge E. Diaz www.sapublicschools.com
Superintendent jdiaz{@sapublicschools.com
TO: Board Members

FROM: Jorge E. Diaz, Superintendent
DATE: March 17, 2017

SUBJECT: HIB Incident Report — March 20, 2017 Board Meeting

Attached please find HIB Investigation Report Form(s) for discussion/acceptance at the March
20, 2017 Board of Education Meeting. A 2016-2017 Investxgatlon Summary Report is included
below for your information.

1f you require additional information please feel free to contact me.

March 2017
School # of # of Bullying Incidents # Bullying Incidents
Investigations Occurring Did Not Oceur
ES 3 1 2
MS 2 1 1
HS 0 0 0
Total 5 2 3

2016 -2017 Year to Date Investigation Summary

School # of # of Bullying Incidents # Bullying Incidents
Investigations Occurring Did Not Occur
ES 4 1 3
MS 5 1 4
HS 6 4 2
Total 15 6 9
JED:im
HIBReportCoverMemo3 17

Attachment(s)
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SOUTH AIVIB_OY BOARD OF EDUCATION
SUMMARY BOARD SECRETARY REPORT

February 28, 2017

Beginning Cash Cash Receipts Disbursed Ending Bal
General Fund 10 853,977.26 1,601,441.19 1,438,720.23 716,698.22
Special Revenue Fund 20 191,008.20 - 105,166.51 85,931.69
Capital Fund 30 1,567,659.05 240.52 4,267.30 1,563,632.27
Debt Service Fund 40 9,348.24 118,481.50 - 127,829.74
Total Governmental Funds 2,422.082.75 1,620,163.21 1,548,154.04 2,494,091.92
TRUST & AGENCY
Payrall . 462,332.25 462,332.25 -
Payroll Agency 2,670.89 681,753.11 677,555.39 6,768.61
Employse Summer Savings Plan 178,736.16 35,721.16 - 214,457.32
Fiexible Spending/Dependent Care 4,452.70 1,480.00 1,990.57 3,052.13
Sul 109,694.53 2,688.71 10,197.96 102,185.28
Total Trust & Agency 295,454.28 1,183,985.23 1,152,076.17 327,363.34
ENTERPRISE FUNDS 60 140,662.57 43,153.96 87,868.50 95,948.03
TOTAL ALL FUNDS 2,562,745.32 - 1,663,317.17 1,636,022.54 | § 2,590,039.95
7 ‘
575 5% March 6, 2017
Peter Frascella, Business Administrator/Board Secretary Date




Form A - 149
REPORT OF THE TREASURER
TO THE BOARD OF EDUCATION
South Amboy » Board of Education

All Funds
For The Month Ending: February 2017
) @) (3) )
‘Beginning Cash Cash Ending
Cash Receipts Dishursements Cash Balances
FUNDS Balance FEBRUARY FEBRUARY {1)+(2)-(3)

Fund 10 - General Fund 653,977.26 1,501,441.19 1,438,720.23 716,698.22
Fund 20 - Special Revenue Fund 191,098.20 - 105,166.51 85,931.69
Fund 30 - Capital Project Fund 1,567,659.05 240.52 4,267.30 1,663,832.27
Fund 40 - Debt Service Fund 9,348.24 118,481.50 - 127,826.74
Total Governmeantal Funds: 2,422,082.75 1,620,163.21 1,548,154.04 2,494,091,92
Payroll - 462,332.25 462,332.25 -
Payroll Agency 2,570.89 681,753.11 677,555.39 6,768.61
Employee Summer Savings Plan 178,736.16 35,721.16 - 214,457.32
Flexible Spending/Dependent Care 4,452.70 1,490.00 1,890.57 3,952.13
Unemployment Trust 109,694.53 2,688.71 10.197.96 102,185.28
Total Trust and Agency Funds: 205,454.28 1,183,985.23 1,162,076.17 327,363.34
Enterprise Food Service Fund 140,662.57 43,153.96 87,868.50 95,948.03
TOTAL ALL FUNDS: 2,562,745.32 1,663,317.17 1,636,022.54 2,590,039.95

ol

Kathleen Van Ness, Amin Asst to BA

sleliz

Date




South Amboy Board of Education
Expenditures 3/01/2017 - 3/20/2017

Bills For Amount

Regular Bills 741,908.60
2/28/17 Payroll 496,402.72
3/15/17 Payroll 505,792.98
TOTAL $ 1,744,104.30
February Agency 677,555.39
GRAND TOTAL $ 2,421,659.69

Certified Correct
The above claims were certified correct by the Board Secretary.

Sacretary

Slgnature/Board
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0215/2017
02/15/2017
02/15/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017
02/10/2017
02/10/2017
14/2017

02/15/2017
02/15/2017
02/10/2017
02/15/2017
02/15/2017
02/15/2017
02/28/2017
02/28/2017
02/28/2017
02/28/2017

NUM
8140
8141
8142
8143
8144
8145
8146
8147
8148
8149
8150
8151
8152
8153
8154
8165
8156
8157
8158
8159
8160
8161
8162

Tranfer
Wire

CLEARED
February
February
February
February
February
February
February
February

February
February
February

February
Fehruary
February
February
February

. February

February
February
February
February
February
February
February
February

AGENCY ACCOUNT

DESCRIPTION

AlG RETIREMENT

AXA EQUITABLE

CENTRAL JERSEY CREDIT UNION
LINCOLN INVESTMENT PLANNING, INC
MG TRUST COMPANY

OFI TRUST COMPANY, TRUSTEE
PRUDENTIAL RETIREMENT

VOYA RETIREMENT & ANNUITY CO.
AFLAC

AlG RETIREMENT

AXA EQUITABLE

CENTRAL JERSEY CREDIT UNION
Jamie Kelly, Trustes Superior Court
LINCOLN INVESTMENT PLANNING, INC
MG TRUST COMPANY

NJEA

OFI TRUST COMPANY, TRUSTEE
PRUDENTIAL

PRUDENTIAL RETIREMENT

SOUTH AMBOY BOE SUMMER SAVINGS

SOUTH AMBOY BOE FLEXIBLE SPENDIN(

SCUTH AMBOY BOE-PR

VOYA RETIREMENT & ANNUITY CO.
PAYROLL

PAYROLL

From General for Below

ANNUAL EMPLOYER APPROPRIATION
PAYROLL

PAYROLL

SuUl

STATE TAXES

FEDERAL TAXES

Sul

JANUARY PERS

JANUARY TPAF

STATE TAXES

FEDERAL TAXES

STATEMENT
February Outstanding Checks

CHECK

AMOUNT
400.00
13,941.00
1,325.00
1,300.00
550.00
1,000.00
617.91
250.00
1,950.72
400.00
13,941.00
1,325.00
65.50
1,300.00
550.00
13,147.90
1,000.00
3,045.86
181.72
35,721.16
1,480.00
54,438.30
250.00

181,279.00

1,385.94
15,630.44
121,547.66
1,302.77
11,649.47
66,741.46
15,112.41
113,915.17

FEBRUARY 2017

DEPOSIT
AMOUNT

114,880.02
139,722.44
181,279.00

114,499.35
131,372.30

$

2,5670.89

B77,555.39

651,753.11 §

6,768.61

44,826.31
38,057.7

6,768.61
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