HUMAN RESOURCES DEPARTMENT

JOB DESCRIPTION

Job Title: Chief of Staff FLSA Status:  Exempt
Job Family: Cabinet Pay Range: Schedule F-Grade A

2407 LaPorte Avenue, Fort Collins, CO 80521 « phone: (970) 490-3488
web: www.psdschools.org



http://www.psdschools.org/

Serve as a liaison between multiple PSD departments and PSD schools in service of process or project-oriented work.
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MATERIALS AND EQUIPMENT OPERATING KNOWLEDGE:
X Operating knowledge of and experience with personal computers and peripherals.
X Operating knowledge of and experience with Microsoft Word, Excel, PowerPoint, Outlook, and/or other
departmentsoftware packages.
X  Operating knowledge of and experience with standard office equipment.

REPORTING RELATIONSHIPS &
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Compare X
Analyze
Communicate X
Copy X
Coordinate X
Instruct
Compute X
Synthesize
Evaluate
Interpersonal Skills
Compile

Negotiate X
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WORK ENVIRONMENT: AmTqunt of

ime
None Under 1/3 1/3t02/3 Over 2/3
Wet or humid conditions (hon-weather) X
Work near moving mechanical parts
Work in high, precarious places
Fumes or airborne particles
Toxic or caustic chemicals
Outdoor weather conditions

X X[ X[ X| X
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