








 LYNDHURST BOARD OF EDUCATION -~ # . . . 1
Lyndhurst, New Jersey 07071 e f File Code: 4211 000
: Regulatlon SRS e T e

RECRUITMENT SELECTION AND HIRING

ﬂ;fSecretarles w111 be appornted subject to the followrng
ogualifications’ and recommendatlons of the School Bu51ness

"]Admlnlstrator/Board Secretary

' “fThe mlnlmum requlrements are._f'*5'77'

5

s

. r 7;

s,

e"rDete-_

ngh school dlploma or equlvalent tralnlng
“Minimum of two years ‘related work experlence _
‘Good typing, computer and: word processrng skllls
~Excellent Business Engllsh skills :

;aKnowledge of . offlce equlpment and effrcrent offlce"*

:”procedures S
Basic: knowledge of shorthand or abllity to transcrlbe.f

“‘dictations o o
Good. telephone skllls and ablllty to communlcatei]'-ﬁ

effectively

.“Required orlmlnal hlstory check and proof of -u. S S
Q_c1tlzenshlp or res;dent allen status ' RRPERRT
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