
2450 JOB DESCRIPTION – BUILDING SECRETARY 
 
Supervised by:   Building Principal 
 
Purpose:  To assure the smooth and efficient operation of the school office so that the office’s 
maximum positive impact on the education of children can be realized. 
 
Recommended Qualifications: 
 
1. Two years of college or two years of secretarial work experience with a strong 

accounting background. 
 
2. A reasonable degree of proficiency in keyboarding. 
 
3. Working knowledge of basic office procedures and the operation of common office 

technology, including proficiency with Microsoft Office applications. 
  
4.     The ability to continuously learn new processes and manage multiple tasks. 
 
Essential Functions: 
 
1. Perform the usual office routines and practices associated with a busy yet productive 

and smoothly-run office. 
 
2. Maintain such student records as shall be required.  Assume the role of Building 

PowerSchool Administrator. 
 
3. Receive and route all incoming calls. 
 
4. Maintain a daily teacher attendance log. 
 
5. Operate the school's intercom, bell and telecommunications systems. 
 
6. Manage the school's activity funds. (Must be Bondable) 
 
7. Process all changes and adjustments in students’ schedules. 
 
8. Issue passes for parents and other visitors in the buildings. 
 
9. Maintain attendance records of students. 
 
10. Handle routine correspondence. 
 
11. Complete the accountability of meals at the school and records the number of meals 

served by eligibility category. 
 
12. Receive and record the amount of funds from students and adults at the school. 
 
  



Physical Requirements/Environmental Conditions: 
 
1. While performing the duties of this job, the employee is regularly required to stand , walk, 

use hands and fingers to handle, feel or reach and speak and hear. 
 
2. Specific vision abilities required by this job include close vision, distance vision, color 

vision, peripheral vision, depth perception, and the ability to adjust focus. 
 
3. Requires full range of motion of neck, shoulders, elbows, wrists, back torso, knees, and  

ankles. 
 
4. Requires physical exertion to manually move, lift, carry, push, or pull objects or materials. 
 
5. The employee must regularly lift or move up to 10 pounds, occasionally lift and/or move 

up to 25 pounds, and with assistance lift and/or move 50 pounds. 
 
6. Must maintain appropriate levels of personal hygiene and sanitation. 
 
7. Must be able to work in noisy and crowded environments. 
 
8. Adhere to all district health and safety policies, including the Bloodborne Pathogens 

Exposure Control Plan. 
 
Terms of Employment: 9 ½ -month.  Wage and work schedule to be in accordance with 
the current assignment. 
 
Evaluation: Performance of this job will be evaluated annually in accordance with provisions 
of the Board’s policy of evaluation of classified personnel. 
 
 


