
 
 

CONFIDENTIAL SECRETARY TO BUSINESS ADMINISTRATOR 

 

 

QUALIFICATIONS: 1. Demonstrate competency in word processing, bookkeeping, 

computer skills and aptitude for organization and detail to 

fulfill performance responsibilities. 

 2. Pass a Criminal History Review under the provision of P.L. 

1986, C116. 

 3. Pass a physical examination in accordance with statute and 

board policy. 

 4. Such additions and alternatives to the above qualifications 

as the Board may find appropriate and acceptable. 

  

REPORTS TO: School Business Administrator/Board Secretary 

 

JOB GOAL: To assure the efficient and effective operation of the board of 

education office for maximum positive impact on the educational 

function of the district. 

 

PERFORMANCE RESPONSIBILITIES: 

 

 1. Perform all typing, dictation and other clerical and secretarial tasks as necessary. 

 

 2. Prepare and distribute all legal notices and bids. 

 

 3. Transcribe minutes of board meetings. 

 

 4. Maintain records of out-of- district placements including board approval, contracts,  

             attendance dates, requisitions, purchase orders, and tuition payables. 

 

 5. Coordinate all arrangements for transporting students to and from school including 

records of board approval, contracts, service dates, requisitions, purchase orders, and 

payables. 

 

6. Maintain records of all incoming tuition students including preparing contracts, preparing 

and sending invoices, and tracking all payments received. 

 

 7. Coordinate all reservations and accommodations for workshops, conferences and 

meetings for  board members. 

 

 8. Maintain all retention and disposal of records in accordance with state requirements. 

 



 9.   Prepare Request for Proposal for all professional contracts and maintain contracts and 

state required documentation.  

 

10. Open and prepare tabulations for custodial, plumbing and electrical supply bids. 

 

11. Maintain all shared services contracts and record payables and receivables. 

 

12. Track all athletic tickets and incoming money. 

 

13. Maintain petty cash, preschool payments, substitute reimbursement, and summer 

enrichment program. 

 

14. Prepare all student activity payments and forward monthly ledger reports to principals. 

 

15. Maintain OPRA records and legal files. 

 

16. Maintain special function records. 

 

17. Maintain a high level of confidentiality in all work-related matters. 

 

18. Perform any other tasks or duties assigned by the superintendent or business 

administrator/board secretary. 

 

TERMS OF EMPLOYMENT: Twelve month year.  Salary established by Board. 

 

EVALUATION:     Performance of this job will be evaluated in accordance 

with the provisions of the Board’s policy on Evaluation of 

Support Staff Personnel. 

 

 

 

 

 

 

 

 

 

 

 

 

APPROVED:  Board of Education    

 


