
PLEASANTVILLE PUBLIC SCHOOLS 
PLEASANTVILLE, NEW JERSEY 

JOB DESCRIPTION 
 

Student Services          Non-Certified  
 
TITLE: Student Services Specialist 
 
Qualifications:  

1. Minimum High School Diploma. 
2. Minimum five (5) years as a secretary, or equivalent, with increasing levels of responsibility, proven ability to 

manage a complicated work load; excellent communication skills; an understanding of educational policy 
and practice; experience in consensus building; motivate and lead a diverse se of stakeholders toward a 
common goal. 

3. Work collaboratively with school level and district administrators to ensure an efficient registration process 
and guidance department. 

4. Provide professional development to secretarial and clerical staff. 
5. Ability to communicate effectively orally and in writing. 
6. Hold and maintain a valid driver’s license with no serious violations. 
7. Exhibit a personality that demonstrates interpersonal skills to relate well with students, staff, administration, 

parents and community. 
8. Be able to travel to various district works sites. 
9. Provide evidence that a criminal record check has been conducted and clearance has been given by the 

Department of Education. During initial six month period provide a sworn statement that the individual has 
not been or a disorderly person’s offense in accordance with18A:6.7.1. 

10. Meet such alternatives to the above qualifications as the Superintendent may find appropriate and 
acceptable. 

REPORTS TO:  Director of Student Services 
 
PERFORMANCE RESPONSIBILITIES: 

1. Provide high impact support to the district’s schools to ensure that all students will be successful, prepared 
to graduate high school and career ready; 

2. Play a critical role in leading the district’s effort to improve and turn around low performing schools by 
providing administrative support in the areas of guidance and student registration; 

3. Work closely with district administration to provide on-going professional development to secretarial and 
clerical staff; 

4. Work collaboratively with principals and district administration to develop an effective registration process, 
guidance department and an effective secretarial workforce.  

5. In addition, such other related functions as may be assigned by the Superintendent or Director of Special 
Services.   
 

TERMS OF EMPLOYMENT: 12-month employee, salary and work year as set by the BOE. 

ANNUAL EVALUATION: Performance of this job will be evaluated annually in accordance with NJ State law and the 
provisions of the board’s policy on evaluations.  
Conditions established by laws and codes of the state, and policies, rules and regulations established by the Board of 
Education (N.J.S.A. 18:A:27-4 et. seq.) 
 

LEGAL REFERENCES: 

N.J.S.A. 18A:6-7.1 Criminal history record 
N.J.S.A. 18A:16-2 Physical examinations; requirement 


