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WILMINGTON AREA SCHOOL DISTRICT 

SCHOOL SECRETARY 

JOB DESCRIPTION 

 

TITLE:  School Building Secretary 

 

QUALIFICATIONS: 

1. High school diploma or equivalent. 

2. Demonstrate competence in use of office and business procedures. 

3. Knowledge of school system policies and legal procedures. 

4. Demonstrate appropriate verbal and interpersonal skills. 

5. Demonstrate ability to perform all required office tasks efficiently. 

6. Such alternatives as the Board may find appropriate and acceptable. 

7. Experience working with students and parents. 

 

REPORTS TO: Principal or Department Administration 

 

JOB GOAL:  To facilitate in the efficient operation of the office to maintain   

   maximum productivity. 

 

ESSENTIAL FUNCTIONS: 

1. Maintains student and staff records 

2. Establishes office procedures and coordinates duties of clerical office personnel 

3. Coordinates with the Personnel Department new employing processing 

4. Serves as receptionist for the school, answers phones, maintains a log, screens calls, and 

responds appropriately to requests, needs and crises 

5. Schedules appointments for conferences and interviews 

6. Contributes to a positive, professional office atmosphere 

7. Assists in budget and financial matters of the building 

8. Assists in written or electronic communication or documentation as assigned by principal 

9. Maintains/orders as needed petty cash, office supplies, office equipment, student and staff 

materials 

10. Performs a variety of daily office functions by making daily announcements; answering 

classroom calls; monitoring and/or training Student Aides or Office Assistants; 

supervising students in office for disciplinary reasons; accepting and signing for 

deliveries; sending receiving and distributing mail, faxes, and E-mail; preparing and 

maintaining sub folders; and acting as liaison for building volunteers 

11. Meets and interacts with public and employees in routine situations which require tact, 

discretion and courtesy 

12. Prepares letters, memoranda, reports, bulletins, handbooks, questionnaires, requisitions 

and other materials from marginal notes, rough drafts, verbal instructions or dictating 

equipment 

13. Assumes responsibility to handle confidential information with complete security 

14. Gathers and prepares appropriate attendance /accounting information 

15. Maintains office bulletin board 
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16. Assists with and logs fire and emergency drills 

17. Oversees or assists when needed to enroll and discharge students if needed.  Requests 

records from prior schools, distribute school records to the school counselor 

18. Conforms to State and District policies regarding student attendance and absences if 

needed 

19. Attends regularly in order to perform the above listed essential job functions 

20. Possess ability to manage multiple tasks with frequent interruptions 

21. Assumes responsibility for tasks as assigned by Administration 

 

OTHER RESPONSIBILITIES: 

1. Coordinates with outside agencies to assist teachers, students and parents. 

2. Assists staff to ensure smooth operation of daily functions. 

 

WORKING CONDITIONS: 

1. Ability to lift 25 pounds. 

2. Ability to sit in one position for a prolonged period of time. 

3. Ability to view VDT screens or other monitoring devices for prolonged periods. 

4. Working conditions are normal for a school and office environment.  

 

SALARY: 

 Per the current Support Personnel Compensation Plan 

 

CLEARANCES: 

1. Act 34 

2. Act 151 

3. FBI Fingerprinting 


