
    JOB DESCRIPTION 

 

TITLE:    SECRETARY 

 

QUALIFICATIONS:              1. High school diploma.  An associates degree or 2 years college                                      

preferred. 

    2. Experience with computer/word processing, business machines. 

    3. Ability to maintain confidentiality. 

    4. Excellent personal skills. 

    5. Excellent oral and written communication skills. 

    6. Excellent clerical skills. 

    7. Good judgment and decision-making skills. 

    8. Knowledge of bookkeeping. 

9. Such alternatives as the Board may find appropriate and 

acceptable. 

10. The Board of Education may amend or modify the 

qualifications as it deems fits 

 

REPORTS TO:  Principal 

    Assistance Principal 

    District Administrator 

 

SUPERVISES:  Personnel as assigned by the Principal 

 

TERMS OF  

EMPLOYMENT:  As per contract and District Handbook 

 

 

PERFORMANCE REPSPONSIBILITIES: 

 

1. Provide assistance to ensure that the office is operating in an orderly and efficient manner. 

2. Be responsible to see that office is opened promptly and kept open during office hours.   

3. Act as receptionist.  Cordially assist visitors and telephone callers and refer them to the 

 proper areas or departments.  

4. Sort incoming mail.  See that outgoing mail is properly dispatched daily. 

5. Routine secretarial duties may include: 

  a. typing correspondence, reports, bills, announcements, minutes, handbooks 

  b. ordering supplies and equipment 

  c. scheduling appointments 

  d. filing and maintenance of files 

  e. keeping student attendance records 

  f. completing reports 

  g. keeping inventory of office equipment 

  h. providing clerical assistance to the supervisors, guidance department,  

   athletic director 

  i. researching information and supporting data in preparation for meetings,  



   projects, reports 

  j. performing other tasks and assuming other responsibilities as the principal 

   or district administrator may assign 

 

6. Complete all necessary paperwork to register and schedule students.   

7. Complete all necessary paperwork to withdraw students. 

8. Process school insurance claim forms. 

9. Handle emergency and non-emergency medical matters. 

10. Dispense prescription medication. 

11. Report cards, progress reports. 

12. Responsible for school activity accounts. 

13. Collect fees. 

14. Assist the principal in planning and preparing for special projects, programs, fund raisers,  

 end of the year activities, parent-teacher conferences, etc. 

15. Issue passes.   

16. Take action authorized during principals’ absence and use initiative and judgment to see 

that matters requiring attention are referred to delegated authority or handled in a manner  so 

as to minimize effect of principals’ absence.  

17. Gather homework for absent students. 

18. Relay phone messages from parents to students regarding transportation, appointments, etc.  

19. Upkeep and maintenance of office and faculty copy machines. 

20. Maintain a flexible schedule due to unforeseen problems that may arise.  The principal will 

 determine priorities and adjustments to the schedule as necessary.   

21. Lend assistance to school employees when working with families. 

22. Discipline reports. 

23. Assume responsibility for students in the office.   

24. Perform other duties as assigned. 

 

Approved:  4/19/04 

 


