
 

 

 

 

 

 
CROSS PLAINS INDEPENDENT SCHOOL DISTRICT 

700 N MAIN, CROSS PLAINS, TEXAS 76443 | 254.725.6121 

BETTER PEOPLE MAKE BETTER BUFFALOES 

 

Cross Plains ISD is accepting job applications for the following position.  

 

Interested applicants should send a resume to Superintendent of Schools, Dade Cosby, 

dcosby@cplains.esc14.net.  

 

Resumes may also be delivered in-person to the CPISD administration office. 

 

Job applications will be required to be submitted which can be picked up in the administration 

office.  

Office Hours: M-F, 8:00 AM – 3:45 PM 

 

Job Posting: District Website | www.crossplainsid.net  

 

Please see the job description below. 

 

 

 

Position Type:        Component:  

Secretary to Superintendent / Accounts Payable Clerk      Business Office 

 

Date Posted:    Pay Grade:   

10 / 12 / 2022                             District Pay Scale Dependent on  

                                                             Experience 

 

Closing Date:                                               Days of Employment: 

Until filled                                                             226 

 

Reports To:  
Superintendent  

 

Primary Purpose: 

Work under minimum supervision to ensure the efficient operation of the superintendent’s office and 

provide clerical services to the superintendent and board of trustees. Handle confidential information and 

engage in frequent contact with all levels of district employees, outside agencies, and the general public. 

Responsible for on-site leadership of clerical employees assigned. Work under close supervision and 

follow established procedures to maintain accounting records and process accounts payables according to 

standard accounting procedures. 

 

Qualifications:  

Education / Certification: High school diploma or GED 
 

 

Experience: 



 

 

 

 

 

 
CROSS PLAINS INDEPENDENT SCHOOL DISTRICT 

700 N MAIN, CROSS PLAINS, TEXAS 76443 | 254.725.6121 

BETTER PEOPLE MAKE BETTER BUFFALOES 

3 Years or more advanced secretarial experience with extensive contact with people is preferred, but not 

required. 

 

Special Knowledge / Skills: 

 Knowledge of school district organization, operations, and administrative policies 

 Ability to read and comprehend instructions, short correspondence, and memos 

 Ability to make independent decisions regarding planning, organizing, and scheduling 

 Excellent public relations, organization, communication, and interpersonal skills 

 Ability to use software to develop spreadsheets, perform data analysis, and do word processing 

 Ability to multi-task numerous complex administrative activities 

 Knowledge of basic accounting procedures 

 Ability to use personal computer and software to develop spreadsheets, databases and do word 

processing 

 Proficient in keyboarding, 10-key numerical data entry, and file maintenance 

 Ability to communicate effectively 

 

Major Responsibilities and Duties: 

Records, Reports, and Correspondence 

1. Organize, prepare, and post official board agenda and records for board meetings and distribute to 

board members and others as required. 

2. Record minutes of executive staff and board meetings as required. 

3. Prepare all correspondence, memoranda, and reports for superintendent. 

4.  Comply with policies established by federal and state laws and regulations, and local board policy 

Reception and Phones 

5. Answer incoming calls and greet visitors. Respond to routine inquiries from the public, board 

members, and staff and refer appropriate inquiries or problems to superintendent or other 

administrators. 

6. Schedule appointments and maintain superintendent’s calendar. 

Accounting 

7. Receive and process for timely payment all accounts payable invoices, requisitions, purchase 

orders, receipts, and vendor information. Verify invoices and purchase orders to ensure 

completeness and accuracy prior to payment. 

8. Detect and resolve problems with incorrect orders, invoices, and shipments as needed. 



 

 

 

 

 

 
CROSS PLAINS INDEPENDENT SCHOOL DISTRICT 

700 N MAIN, CROSS PLAINS, TEXAS 76443 | 254.725.6121 

BETTER PEOPLE MAKE BETTER BUFFALOES 

Data Entry 

9. Input data into accounting system. 

Other 

10. Assign work to executive office clerical staff and oversee completion.  

11. Assist with travel arrangements for board members and administrators as needed, including making 

hotel reservations and turning in conference registration forms. 

12. Compile, maintain, and file all reports, records, and other documents as required. 

13. Maintain confidentiality. 

14. Follow district safety protocols and emergency procedures. 

 

Required Training for Continued Employment Consideration 

1. New Employee Orientation Training 

2. Attend program training and information updates 

3. Must be able to pass a fingerprint background check 

 

 

   

 


