
ISD An Equal Opportunity / Affirmative Action Employer 

POSITION ANNOUNCEMENT 

Secretary – Iowa School for the Deaf is seeking a highly organized, detail-oriented person 
with at least of two years of related experience.  This position is the front desk receptionist of the 
main administration building and will provide secretarial support to the business office and other 
administrators.  

APPOINTMENT TYPE: 

LOCATION: 

COMPENSATION: 

PRIMARY FUNCTION: 

QUALIFICATIONS: 

ADDITIONAL INFO: 

Full time (40 hours per week), Monday-Friday, Year-round 

Iowa School for the Deaf – Council Bluffs, IA 

Pay starts: $16.92 per hour
Comprehensive benefit package 

Under general supervision, performs office work such as sorting 
mail, managing UPS and Fed Ex deliveries, maintaining records, and
obtaining and providing factual information requiring knowledge of 
the policies and procedures of both the assigned and related work 
areas. This position will be the Administration building's front desk 
receptionist. As the first greeter and representative of the school, 
professionalism and confidence when interacting with callers on the 
phone and in-person visitors is essential. This role primarily assists 
with carrying out arrangements for various student, staff and 
community events including reserving meeting spaces and 
maintaining related event records.  Duties involve the use of 
personal computers, computer terminals,  video phone and a variety 
of software and/or conventional office equipment.   

Any combination of related clerical office experience, related 
undergraduate education and/or post high school clerical training 
that is the equivalent to two years of full-time employment and 
includes the use of word processing.  Sign skills at hire strongly 
preferred.  Applicants must have the ability to reach the level of sign 
language proficiency designated for the position within the time 
frame established by the School’s Sign Language Communication 
Policy. 

Criminal and other relevant background checks required. 

APPLICATION PROCESS:  Apply by downloading application from ISD’s website 

www.iowaschoolforthedeaf.org and mailing to ISD, Human 
Resources, 3501 Harry Langdon Blvd, Council Bluffs, IA 51503; or by 
attaching it to an email to cindy.bryan@iaedb.org.  Be sure to indicate
the position you are applying for on the front page.  Applications 
preferred by: July 1, 2020. 
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