ERIE COUNTY TECHNICAL SCHOOL

PROPOSED AGENDA ITEM

DATE:  May 24, 2007
SUBJECT:  Job Description 
CATEGORY: 
Operations:  
Policy:  
Information:  
Personnel:  X

INITIATED BY: Natalie Fatica, Coordinator of Human and Quality Resources
DESCRIPTION:
In an effort to align our responsibilities with the current needs of our organization we have found it necessary to revise the job description of the Accounting and Administrative Assistant.  This position will support the Business Office and includes part of the responsibilities formerly held by Marchelle Eberle before she resigned.  See attached job description, Classified Unit – classification S-3 part time secretary.
RECOMMENDATION:

Motion to approve the job description for Accounting and Administrative Assistant, as presented.
