
STANFIELD SECONDARY SCHOOL
OFFICE SERVICES II (SCHOOL SECRETARY)

Posted: May 10, 2022
Closes:  Open until filled

Equal Opportunity Employer

JOB DESCRIPTION
Stanfield Secondary School has an opening for Office Services II (School Secretary) to start the 2022-23 school year. The Office
Services II position  is an integral part of ensuring the continued success of Stanfield Secondary. The position works under the
direction of the school’s Principal. The successful candidate must have knowledge and skills in accounting, Microsoft Word,
Microsoft Excel, Microsoft PowerPoint, Google Suite, and use of scanner/fax/copier/email.

Qualifications: To perform this job successfully, an individual must be able to execute each requirement satisfactorily.  The

requirements listed below are representative of the knowledge, skill and/or ability needed for the position.

1. High School Diploma or equivalent;

2. Ability to work harmoniously with others and to communicate effectively (both verbally and in writing) with

students, parents, and teachers;

3. Ability to maintain confidentiality;

4. Ability to recognize, listen and respond to sensitive situations with students, parents and staff;

5. Ability to perform secretarial and administrative support functions requiring independent judgment,

decision-making and problem-solving;

6. Ability to compile information and data, maintain extensive eligibility and other athletic-related records, prepare

reports, analyze eligibility requirements carefully and adopt effective courses of action;

7. Ability to tolerate frequent interruptions by telephone and by drop-in visits by students, parents and staff;

8. Skilled in computer and digital operations, use of computer programs involving word processing and database

programs, as well as online calendar platform scheduling systems;

9. Ability to use standard office equipment (i.e. computer, telephone, intercom, calculator, copier, fax, scanner, etc.);

10. Ability to type with accuracy and at a speed necessary for successful job performance;

11. Possess language skills including composition, punctuation, spelling and correct usage;

12. Perform physical requirements which may include:

a. Moderate degree of physical stamina

b. Ability to stand, walk and bend frequently, and occasional lifting up to 50 lbs.

c. Ability to use computer, telephone and other office equipment for extended periods of time

d. Ability to make frequent trips from desk to counter, files and other locations in the school building

e. Possible exposure to bodily fluids in assisting students with restrooms and in tending to injuries and

illnesses.

Responsibilities and essential functions of the job may include but are not limited to the following:

1. Provide administrative support to all programs within the school

2. Enroll students and maintain student  records and files;

3. Type all correspondence, reports, bulletins, purchase orders, newsletters, schedules and other related items;

4. Process incoming mail;

5. Answer and screen telephone calls and screen walk-in visitors, provide information on school policies/procedures

or refer calls to appropriate staff member;

6. Arrange for substitute employees;

7. Order and maintain office supplies;

8. Create purchase orders, receive, and process orders;

9. Maintain a filing system for all forms, schedules, correspondence and records;

10. Archive sight specific files;

11. Maintain site specific Building Use Schedule;

12. Care for ill children and arrange transportation home when needed;
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13. Maintain building inventory records;

14. Work with food service and district-level staff to implement and maintain the district’s Mealtime program;

15. Maintain and protect the confidentiality of records;

16. Create cash boxes and handling of deposits from school activities into ASB accounts;

17. Maintain and reconcile records for ASB accounts and submit regular financial reports to the building principal and

individual program advisors and head coaches and athletic director as appropriate;

18. Ability to use MealTime food service program to track and reconcile payments received for student and adult

meals, depositing funds on a weekly basis and maintaining accounts receivables;

19. Maintain, verify and input all free/reduce student meal applications;

20. Train and supervise student assistants on telephone etiquette, acting as receptions for students and parents,

delivering a variety of material to teachers and offices and performing general office duties;

21. Communicate concerns with building principal not staff or co-workers;

22. Perform such other tasks as may seem appropriate to the Board or Administration;

23. Other duties as assigned.

SALARY AND BENEFITS: The negotiated salary and benefits can be found in collective bargaining agreement that begins July 1,
2022.

APPLICATION INFORMATION
Classified Application (fillable) https://5il.co/fis0
Submit an application in one complete email file that includes:

•Letter of application
•Resume and three (3) current letters of recommendation
•Unofficial copy of transcripts (if applicable)

Beth Burton, Superintendent
(Any emailed applications should be sent in one complete packet.)

Stanfield School District #61R
1120 North Main Stanfield, OR 97875

Phone: (541) 449-8766/FAX (541) 449-8768
beth.burton@stanfieldsd.org
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