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FNSBSD JOB DESCRIPTION 

Job Title: Human Resource Secretary 

Supervisor: Department Head Classification: Hourly, Non-
Represented 

Days/Months: 12 months Grade: 3 
 
Job Summary 
The human resources secretary provides secretarial and administrative support to the human 
resources department. 
 
Essential Job Functions 
Responds to inquiries and provides assistance to the public as authorized, maintaining the 
confidentiality of sensitive matters; communicates district policies and procedures; disseminates 
managerial decisions to appropriate departments. Opens, reviews, and distributes incoming 
mail. Provides other administrative support to department as directed. 
 
Maintains and coordinates daily schedule, calendar appointments and meetings for 
departmental and/or director’s needs. Makes logistical arrangements for scheduled events as 
needed. Develops, organizes, and completes follow through for each activity. Keeps track of 
projects in progress and maintains schedule to meet deadlines. Plans travel itineraries, makes 
appropriate arrangements, and monitors deadlines.  
 
Produces letters, memoranda, and reports, to include correspondence, related to departmental 
issues. Proofreads for English usage, spelling, punctuation, and grammar. Initiates routine 
correspondence.  
 
Researches and compiles data and information related to departmental issues and projects. 
Prepares resource materials as directed, ensuring adherence to timelines, policies, negotiated 
agreements, and the law. 
 
Attends meetings and prepares minutes.  
 
Assists in maintaining the department’s website and publishes department forms for district use 
on the websites. 
 
Prepares meeting packets, sets up/takes down meeting venue, attends meetings and preserves 
meeting activity through audio recordings and written minutes.  
 
Prepares and maintains important confidential records, departmental budget accounts and 
office computerized ledgers. Organizes and maintains a variety of files. Processes budget 
calculations/transfers, provides budget estimations, and reconciles accounts and disbursement 
of funds for the department. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
 
 



Job Description: Human Resources Secretary  Page 2 of 3 
Last Revised: 8/2/2014; 12/13/2016; Formatted: 2/20/2017 

Equipment Used 
Office-related equipment, including computer, calculator, printer, scanner, fax machine, copy 
machine, telephone, and recorder / transcriber. 
 
Independent Decisions 
Independent decision-making as required to fulfill assignments related to composition of 
documents, collection and analysis of data and information, and assigned research. 
 
Primary Working Contacts 
Frequent contact with a variety of district employees (at all levels), parents, students, and the 
general public. 
 
Responsibility for Cash, Equipment, Safety 
None.  
 
Supervision Received and Exercised 
None given; works under the supervision of the department head.  
 
Unusual Working Conditions 
High volume of work and strict adherence to deadlines will result in intense pressure during the 
school year and frequently requires overtime. Requires discreet and polished communication 
skills to protect confidentiality of information. Attendance at evening and weekend meetings may 
be required. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. High school diploma or equivalent.  
2. Three (3) years of executive administrative secretarial experience is required. Education 

and related experience may be substituted for administrative secretarial experience. 
3. Must demonstrate highly developed organizational and prioritization skills.  
4. Superior attention to detail.  
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5. High degree of skill and speed in typing required, as well as extensive knowledge of 
English, spelling, punctuation, and grammar.  

6. Must demonstrate expert knowledge and proficiency with personal computers and 
related software, including Microsoft Word, Adobe Acrobat, and Excel.  

7. Knowledge of internet research techniques. 
8. Must demonstrate ability to communicate effectively and diplomatically with all levels of 

district employees, employee bargaining unit representatives, parents, students, 
attorneys, and the general public.  

9. Proven ability to successfully multi-task and smoothly deal with ever-changing priorities.  
10. Ability to maintain composure and professionalism under stressful situations.  

 
The following are preferred: 

1. Additional educational experience in secretarial, business, legal or human resource-
related areas. 

2. Experience with Munis, AppliTrack and/or other applicant tracking or HRIS systems. 
3. Knowledge of the responsibilities and duties of the district's programs, departments, and 

schools is highly desirable. 
 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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