
 

DISTRICT OFFICE SECRETARY  

 

District Office Secretary shall be responsible to the Superintendent. Included in the duties are:  

 

1. Perform all necessary record keeping as required by the Superintendent.  

 

2. Compile data for reports such as transportation, attendance, insurance, audit and other reports 

required by the Superintendent. At least 10% of time will be dedicate to maintaining records, 

schedules, billing and doing reports for transportation.  

 

3. Order necessary supplies, materials and equipment for the district.  

 

4. Is responsible to updating and maintaining many different web and server based systems used 

district wide. Some of those programs include: website updating, district calendar, public school 

works-online employee training program, the district VOIP phone program, the district fuel 

system monitoring software, the district evaluation ranking tool program, and many different 

reports on the ISBE IWAS system.  

 

5. Act as a receptionist for the district office and Superintendent.  

 

6. Perform the routine secretarial duties such as typing, filing, duplication, maintaining district 

certified and non-certified staff seniority lists, answering the phone, etc. Perform all other 

reasonable tasks that are requested by the Superintendent.  

 

7. Shall report when school is in session to work daily at 8:00 a.m. until 4:00 p.m. with 1 hour 

for lunch. When school is not in session during summer regular hours are 8 a.m. to 2:00 p.m. 

Secretary will take earned vacation anytime with approval of Superintendent. Secretary is not 

required to work during Christmas Break, Spring Break, Institute Days, Set Holidays and 

Alternate days.  

 

8. Is responsible for posting and maintaining board meeting documents, sharing documents 

electronically with board and administrators, and other information that is required to be up to 

date on the district website.  

 

9. Shall be employed for full year according to the salary schedule working 231 days per 

contract year.  

 

10. The secretary must exhibit a high degree of professionalism and confidentiality.   


