
 

 

POSITION DESCRIPTION 
 
 

INCUMBENT:  
POSITION: Secretary II – Part-time (20/hrs per week) 
SUPERVISOR: Director, Disability Services 
FLSA STATUS: Non-exempt 
 
 
General Description: 
Responsible for responding to inquiries and providing information regarding the Disability 
Services office and its services and for interacting with individuals who visit the office. Provides 
administrative support to the Disability Services office.  
 
Essential Job Functions: 

1. Serve as the first point of contact for the office, including answering telephone calls to 
provide information, answering questions from walk-ins, scheduling appointments, and 
referring questions to the Director when appropriate 

2. Respond to inquiries with patience and sensitivity and based on the policies of the 
office, including strict confidentiality 

3. Schedule meetings and appointments with the Director 
4. Communicate with students and parents via phone and email, using tact and patience 
5. Create/modify student accommodation letters before the start of each semester 
6. Assist with exam administration, when Academic Learning Center is not available 
7. Collect data regarding students with disabilities, such as their GPAs 
8. Utilize current and new technology to provide administrative support  
9. Check the disability services email account daily and either respond to emails or 

refer/forward emails to the Director 
10. Provide a full range of secretarial and office administration services including faxing, 

copying, ordering supplies 
11. Perform other tasks according to departmental needs and the mission of the college 

 
Qualifications: 

•    Minimum High School diploma or equivalent; three years of experience; experience 
can be substituted for education on a year-by-year basis.   

 
Physical Demands: 
The physical demands described below 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 use hands to 
handle, or feel; reach with hands and arms; and talk or hear. The employee is occasionally 
required to stand; walk; sit; climb or balance; stoop, kneel, occasionally crouch, or crawl. The 
employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required by 
this job include close vision, peripheral vision, and ability to adjust focus. 



 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF 
TIME 

CONSTANTLY-75% OF 
TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 
Knowledge, Skills, and Abilities: 

1. Effective oral and written communication skills and customer service skills, including tact 
and diplomacy 

2. Confidentiality 
3. Knowledge of or ability to learn basics of federal guidelines governing disability in a 

higher education environment 
4. Ability to multi-task 
5. Problem solving and decision making skills 
6. Organizational skills 
7. Ability to work independently 
8. Regular attendance 
9. Knowledge of college student age population 
10. Appreciation for diversity 
11. Ability to handle highly detailed information 

 


