SECRETARIAL/SUPPORT PERSONNEL
	BECKY WEBB
Payroll/Personnel Manager

	Administrative Support

Personnel Data Management
Staff Development Reports

Staff Evaluation Scheduling

    And Summary Reports

Personnel Attendance

Psych. Dept. Support

Non-Certified Payroll
ENCORE Staff Support

	JANICE CASSELL
Accts. Payable Secretary/PS Intake

	Preschool Intake

Accounts Payable

Purchase Orders

Extra-Curricular Account

Psych. Dept. Support

Equipment Inventory

Reception/Phone Service

Phone company liaison

Technology assistance

Postage Meter and outgoing mail

Office Supplies and Equipment monitoring

	WENDY COLICH
Reception/Secretary

	Reception/Phone Service 

Public Relations

Appointment Scheduling

Mail Distribution

Student/Personnel Files
Secure medical reports for physical therapist (PS)

Administrative Support

	BECKY LOWE

Student Services Secretary

	Student Data Base Support

Rosters/Transportation Lists 

Retest Coordination 

Case Conference Follow-up

Psych. Dept. Support

Billing/Collection of Materials Fees
State Data Computer Program/Reports
Administrative Support


