
June 20, 2023

N O T I C E

POSITION OPENING

HIGH SCHOOL SECRETARY

Lake City Area Schools seeks a Secretary to support the High School Principal’s office.
Successful candidate will have experience in performing secretarial, office administration,
bookkeeping and data entry tasks to facilitate efficient office operation.

Preferred qualifications:
● Working knowledge of Microsoft Office, particularly Word, Google Docs, Spreadsheets
● Comprehension of basic bookkeeping concepts
● Ability to quickly learn new software
● Good verbal and written communication skills
● Demonstrated organizational skills
● Ability to problem solve and prioritize tasks and responsibilities
● First Aid and CPR training
● Ability to work with students, their families, and staff with tact and courtesy
● Use of proper telephone etiquette that is appropriate and effective
● Willingness to work as a team member, positively supporting the needs of others

An Associate’s Degree in related field is preferred.

Please apply outlining your qualifications, in writing, to Mrs. Jessica VanderBrook, High School
Principal, Lake City Area Schools, PO Box 900, Lake City, MI 49651

Deadline – July 7, 2023


