
 
 

SECRETARY 
 

 

Qualifications:     1.   High school diploma or equivalent training. 

2. Minimum experience as determined by the board. 

3. Good word processing skills. 

4. Knowledge of automated office equipment and efficient office procedures. 

5. Good telephone skills and ability to communicate effectively. 

5. Required criminal history check and proof of U.S. citizenship or resident 

alien status. 

6. Pass a physical examination in accordance with statue and board policy. 

 

Reports To: Principal / Supervisor / Superintendent 

 

Job Goal: To carry out all secretarial and clerical duties necessary for the smooth and 

efficient operation of the office. 

 

 

Performance Responsibilities: 

  1. Receive and route incoming calls to appropriate individuals. 

 

  2. Greet incoming children and visitors in a pleasant and courteous manner. Converse with the 

public in a calm, friendly way. Determine the nature of visits and direct to the appropriate 

individual, provide routine information about the school program, and follow confidentiality 

guidelines. 

 

  3. Sort, screen, and distribute incoming mail and process outgoing mail following postal and 

school district regulations and requirements. 

 

  4. Compile and post information on standard forms. Using specific formats and systems enter a 

variety of administrative data and review for accuracy. 

 

  5. Maintain schedules and calendars. 

 

  6. Explain and advise patrons about school organization and functions. Give out information 

and appropriate forms to parents, students, teachers and the public. Collect and organize 

completed forms. 

 

  7. Control the signing in and out of students and visitors. 

 

  8. Receive and account for petty cash and activity funds raised. 

 



   

 

 

9. Call parents as needed and relay information or concerns from students to parents (i.e. 

forgotten lunches, gym clothes, transportation home, etc.) 

 

10. Respond to situations, seek assistance should emergencies arise. 

 

11. Perform usual office routines. 

 

12. Create all correspondence, notices and reports. 

 

13. Maintain a well-organized up-to-date filing system. 

 

14. Operate all business machines necessary to complete reports and clerical work required in 

the operation of the office. 

 

15. Arrange meetings, prepare agendas and handle follow-up activities as necessary. 

 

16. Maintain confidentiality as required and appropriate. 

 

17. Process and direct incoming/outgoing mail for school office and staff members. 

 

18. Perform other duties as assigned by the superintendent or school business administrator. 

 

 

 

Terms of Employment: Ten/twelve months per year.  Salary to be determined by the Board 

of Education negotiation process. 

 

Evaluation: Performance of these functions will be evaluated in accordance with state law, 

administrative code and provisions of the board's policy on the evaluation of 

non-certificated personnel. 

 

 

 

APPROVED:  Board of Education       

 


