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Receives��visitors,��including��administrators,��staff,��parents��and��the��public;��provides��information��or��direct��to��
appropriate��personnel;��exercises��independent��judgment��in��resolving��a��variety��of��complex��and��non�rroutine��
issues;��analyzes��and��refers��difficult��issues��to��the��Director��as��needed;��ensures��the��Director��is��
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issues��to��the��Director.����
��
Performs��complex��and��difficult��special��projects��and��prepare��various��forms��and��reports��on��behalf��of��the��
assigned��Director;��attends��to��administrative��details��on��special��matters��as��assigned.��
��
Communicates��with��personnel��and��various��outside��agencies��to��exchange��routine,��non�rroutine,��complex,��or��
confidential��information,��requests��and��provides��materials,��coordinates��activities��and��resolves��issues��or��
concerns;��interprets,��applies��and��explains��laws,��codes,��rules,��regulations,��policies��and��procedures.
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