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The following items are examples of essential duties and responsibilities potentially required of any 
Lolo School District secretary.  Other duties and responsibilities may also be assigned by the school 
principal or superintendent and thus included in the secretary job description.  It is important to 
note that Lolo School Secretaries are assigned a wide range of responsibilities, may be asked to shift 
particular assigned areas or help cover for absent staff and are thus expected to be able to perform 
diverse job tasks depending on the needs of the students and the District. 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 
ability required.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

Education and/or Experience 
High school diploma or general education degree (GED) is required. 
 
Prefer completion of at least two years of study at an institution of higher learning; or obtained an 
associate’s (or higher) degree; or meets a rigorous standard of quality and can demonstrate such 
knowledge through assessment. 
  
Work Environment: The work environment characteristics described here are representative of 
those an employee may encounter while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.    
  
The noise level in the work environment can sometimes be loud at a standard acceptable level for 
this environment. 
 
Language and Communication Skills 
The secretary must be able to . . . 

1. communicate clearly and concisely, both orally and in writing.   
2. read and comprehend written information, instructions, correspondence, and memos. 
3. write correspondence worthy of representing the administration and District. 
4. effectively present information in one-on- one and small group situations. 
5. carefully listen, comprehend communicated information and thereafter accurately 

communicate information as appropriate to the position. 
 
Reasoning Ability 
The secretary must be able to . . . 

1. apply common sense understanding to carry out detailed written or oral instructions. 
2. analyze, work through and solve problems involving a few concrete variables in standard 

situations. 
 
Mathematical Skills 
The secretary must be able to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals.   



  
Physical Demands:  The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be met to enable individuals with disabilities to perform the essential 
functions.   

  
The secretary must be able to . . . 

1. talk, and/or hear/listen.  
2. sit, stand, walk, climb, balance, stoop, kneel, crouch, stretch, twist and/or crawl.   
3. lift and/or move up to 50 pounds.   
4. push items of 50 lbs such as rearranging furniture, assisting students, or pushing carts. 
5. utilize close vision, distance vision, and peripheral vision.   

  
Other Related Skills and Abilities 
The secretary must be able to . . . 

1. develop effective working relationships with students, parents, staff and the school 
community. 

2. maintain strict confidentiality with student information and administrative matters. 
3. perform duties with awareness of all District requirements and Board of Trustees policies.   
4. maintain and manage the safety, well-being and work output of self and others in the office. 
5. assist the principal in general daily operations and routines. 
6. assist staff with the use of office equipment (copier, printer, laminator, etc.) 
7. assist in assembling/hanging materials on bulletin boards and keeping displays current. 
8. operate standard school equipment such as laminator, copier, audio/visual, etc. 
9. assist principal and teachers in maintaining discipline and other student behavior functions. 
10. complete and process attendance reports, lunch money, and related clerical functions. 
11. handle cash and checks, write receipts, submit balance sheet to the business office. 
12. escort children to and from various rooms and buildings on the Lolo School campus, inside or 

outside, up or down stairways. 
13. handle multiple, highly important tasks simultaneously and remain calm and focused. 
14. take courses/instruction in and be able to administer First Aid, CPR, A.E.D. as needed. 
15. take notes. 
16. utilize computer for clocking in and out, use email effectively and efficiently for all job 

functions. 
17. assist with emergency evacuation of students and other emergency situations per school 

procedures. 
18. maintain confidentiality and loyalty to school direction, procedures, policies. 
19. monitor/assist with playground duty in all weather conditions. 
20. perform clerical tasks (including filing, answering  phones, screening calls, sorting mail, 

delivering messages, copying, etc.). 
21. take directions from supervisors. 
22. work with and around body fluid and solid spill situations and unpleasant odors. 
23. such other duties as may be assigned by the principal and/or superintendent. 


