
 WE ARE AN EQUAL OPPORTUNITY EMPLOYER. 
 San Luis Coastal Unified School District is a tobacco-free institution. 

SAN LUIS COASTAL UNIFIED SCHOOL DISTRICT 
DIVISION OF PERSONNEL SERVICES 

Classified Service 
May 9, 2008 

ANNOUNCEMENT OF EXAMINATIONS TO 
ESTABLISH ELIGIBILITY LISTS VALID FOR SIX MONTHS 

 
TO BE POSTED ON ALL CLASSIFIED BULLETIN BOARDS - ANNOUNCEMENT #050908-01 

 
POSITION TITLE:  SECRETARY CLERK – Bilingual (Spanish)
     
SALARY:  2007-08 Classified School Employees Association (CSEA) Salary Schedule: Range 215 - $14.14/hr–

$15.59/hr.  Advance placement is contingent upon at least 3 years of equivalent experience within the 
past 10 years in a public school district or county office of education. 

 
WORK YEAR:  190 days/year (school days plus 10). 
 
PURPOSE:  To establish an eligibility list for vacancies occurring in the next six months and to fill current vacancy: 
  Sinsheimer Elementary School – 4.25 hrs/day. 
  
JOB REQUIREMENT: See Class Specification.  Spanish skills are required. 
 
APPLICATION PROCEDURE: 
 
  School District application, supplemental application and at least two letters of recommendation, MUST be on file in 

the Personnel Office, San Luis Coastal Unified School District, 1500 Lizzie St., Building A, San Luis Obispo, CA  
93401-3062 by 4:00 P.M. on MONDAY, JUNE 2, 2008. A TYPING CERTIFICATE (minimal typing score – 45 
w.p.m. (net) - required) from San Luis Personnel Services (544-1800), Creekside Career Center – no fee charged 
(788-2631), or Estrella Career Center – no fee charged (237-3014), IS REQUIRED by 4:00 P.M. on, JUNE 2, 2008 
unless you have previously qualified with San Luis Coastal Unified School District.  Failure to provide the certificate 
or confirm previous qualification with the District, by calling Nancy Kunde at (805) 549-1239 by this deadline, will 
result in disqualification. 

  
TEST INFORMATION: 
 
 A)  20% - A written examination covering job related skills, knowledge, and abilities including Spanish language, will 

be given on WEDNESDAY, JUNE 4, 2008, at 9:00 A.M. at San Luis Coastal Unified School District, Administration 
Site, 1500 Lizzie Street, Building A, Personnel Office, (map attached).  TESTING WILL BEGIN PROMPTLY AT 
9:00 A.M.  APPLICANTS ARRIVING LATER THAN 9:00 A.M. WILL NOT BE ADMITTED FOR TESTING.  
Minimal written passing score on each test segment is 70%.  Averaged minimal passing score is 70%.  

 
 B) 40% - The District Application and Supplemental Application forms covering relevant knowledge, skills, 

abilities, and experience will be evaluated on a job-related basis.  Minimal passing score is 70%. Minimal 
combined averaged passing score of A) and B) is 70%.  It is anticipated that the eight applicants with the highest 
combined scores on the written examination and the District application will be eligible to proceed to Step "C", the 
oral interview.  Applicants MUST call Nancy Kunde on FRIDAY, JUNE 6, 2008, between 10:30 - 11:30 a.m. to find 
out if they are eligible to proceed to step “C”. 

 
 C)  40% - An oral interview covering personal qualifications, experience, and training is scheduled for 

WEDNESDAY, JUNE 11, 2008.  Minimal passing score is 70%.  Minimal combined averaged passing score of A), 
B), and C) is 70%. 

 
SPECIAL NOTES:  1) Correctly filling out forms and following other instructions contained in this notice are part of the testing process.  2) Handicapped applicants need to notify the 

Personnel Office of any special needs so that adequate preparation may be made for their testing.  3)  Veterans qualifying for the oral board examination may receive 5 additional 

points added to their final score if proof of discharge is submitted at time of oral board interview.  A "veteran" as used here means any person who served in the United States armed 

forces in time of war, or national emergency.  4) Eligibility lists are established for a period of six months.  In accordance with Personnel Commission Rule 6.2, names may be certified 

from the Open Eligibility List before the Promotional Eligibility List is exhausted. 



 SAN LUIS COASTAL UNIFIED SCHOOL DISTRICT 
 CLASS SPECIFICATION 
 
 
 SECRETARY CLERK 
 
 
PURPOSE OF POSITION 
 
To perform a variety of responsible clerical duties in support of a supervisory staff at a school site or  administrative 
office; to provide general information and assistance to staff, parents, students, and the public,  and to perform related 
duties as assigned. 
 
SUPERVISION 
 
Receive general supervision from site administrator.  May exercise functional and technical supervision over student 
aides. 
 
ESSENTIAL FUNCTIONS - Duties may include, but are not limited to, the following; the specific duties performed 
will vary depending on the office or school site to which assigned: 
 
Serve as office or site receptionist to students, teachers, staff, and the public by answering inquiries and furnishing 
routine information on school standards, procedures, rules, regulations, programs, and policies.  Respond to a variety 
of telephone requests for information. 
 
Prepare a wide variety of correspondence, reports, newsletters, and bulletins from rough drafts, marginal notes, and 
verbal instructions; collect and compile data for summary reports. 
 
Copy, assemble, and distribute a variety of documents. 
 
Set up and maintain a variety of files for student records and correspondence. 
 
Assist in registering and enrolling new students by obtaining necessary documents and forms. 
 
Prepare for signature and route a variety of District forms including maintenance requests, and purchase requisitions. 
 
Order office supplies through on-line account; inventory, store, and issue supplies. 
 
Maintain accurate attendance records and reports; receive absence information from parents/guardians and verify 
uncleared student absences with parent/guardian by telephone, letter, or in person. 
 
Utilizing a computerized student attendance system, generate a variety of attendance reports and enrollment 
summaries for the use of teachers and administrators and to meet the reporting requirements of outside agencies. 
 
May utilize student data base software to update records, print special reports, and run queries and to prepare and 
distribute attendance forms, locator cards, reports cards, and other student data forms. 
 
Receive, tally, and place lunch orders. 
 
Issue absence slips and tardy slips. 
 
Collect student obligations and prepare deposits. 
 
Distribute incoming mail. 
 
Assist in training student aides. 

 



 

SECRETARY CLERK (continued) 
 
 
Administer first aid and, with parent’s permission, give medications to students. 
 
Operate a variety of office equipment including copiers, calculators, typewriters, fax machines, and phones.  Operate 
a computer for the purpose of maintaining student attendance records, and preparing correspondence, forms, reports, 
lists, and other documents. 
 
PHYSICAL DEMANDS AND WORKING CONDITIONS 
 
The position requires the ability to see for purposes of reading mail, policies and other printed matter; understand 
speech at normal levels in person and on the telephone; communicate so others will be able to clearly understand a 
normal conversation in person and on the telephone; operate computer equipment, typewriter, calculator, copy 
machine, and other office machines with dexterity; and occasionally move office supplies and printed materials 
weighing up to 25 pounds.  The duties are performed in an office setting and there is frequent bending, crouching, 
kneeling, pushing/pulling, and reaching in all directions. 
 
QUALIFICATIONS 
 
Experience/Training:  Any combination of education, training, and experience equivalent to two years of general 
clerical work and completion of the twelfth grade.  Bilingual Spanish skills, oral and written, are preferred for 
assignment at the dual-immersion elementary school. 
 
License or Certificate:  If assigned to a school site, will be required to participate in training for first aid certification. 
 
Skills, Knowledge, and Abilities:  Knowledge of modern office methods, practices, and procedures; computer 
equipment and word processing, spreadsheet, and data base programs; record keeping practices; and English usage, 
spelling, grammar, and punctuation. 
 
Ability to interpret and apply school rules, regulations and policies; perform clerical work with speed and accuracy; 
operate and use a variety of office equipment; utilize or quickly learn to utilize the word processing, spreadsheet, and 
data base programs used at the site to which assigned; keyboard the equivalent of 45 words per minute; work 
independently in the absence of supervision; effectively manage multiple tasks and set priorities; function in a calm 
and capable manner in a hectic environment with almost constant interruptions; communicate effectively, both orally 
and in writing, including effective telephone communication skills; exercise tact and good judgement in dealing with 
students, staff, and the public; and establish and maintain cooperative working relationships with those contacted in 
the course of work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Classification Review Conducted May 2003 
Approved by the Personnel Commission on October 28, 2003 





 

SAN LUIS COASTAL UNIFIED SCHOOL DISTRICT 
DIVISION OF PERSONNEL SERVICES 

 
 

Supplemental Application for Secretary Clerk
 
 
Directions:  This Supplemental Application Form is part of the selection process.  Do not use phrases such as 
"see application form" or "see attached resume." 
 
 
A. Please write complete, full, and accurate statements to describe your abilities in the following areas: 

 
1. Ability to work effectively with the public and staff including dealing with complaints which may be 

directed at District policies. 
 
2. Ability to work in a hectic, busy environment with many interruptions. 
 

 3. Describe your experience in using computers on the job. 
 
 

 B. Why do you want to be a Secretary Clerk? 
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