
 

 

  “Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Building Principal  

General Responsibility:  To assist and support the School and Central Administration in providing a 

quality educational environment. 

Status: Full Time, 9-month position; work days and hours will be determined by the Superintendent. 

Payment Rate: Classified Hourly Rate Schedule 

Qualifications: 

 High School Diploma or equivalent. 

 Ability to maintain confidentiality in matters of student and staff personnel information and in 

the general business of the office environment. 

 Proficient in Microsoft Office Suite and additional computer programs. 

 Must be able to perform all duties as listed below. 

Duties Shall Include But Are Not Limited To: 

1. General reception  

2. Secretarial duties such as keyboarding, filing, record keeping, etc. 

3. Demonstrate good telephone skills and communication skills when assisting students, staff, 

and district patrons. 

4. Accurate and current data on students in student management system. 

5. Lunch Counts 

6. Follow and document Crisis procedures. 

7. Keep up to date student CUM files. 

8.  

9. Computer input and word processing. 

10. Provide student and staff services as directed by policy. 

11. Assure daily announcements are prepared. 

12. Cross training between building and central office of duties. 

13. Perform such other duties as the Principal may request to ensure efficient operation of 

school programs to students and staff. 

Secretary  
Support Staff Position 

 

 



14. To support the district Mission, Vision, Operating Principals, Goals for improvement in 

student learning 

15. Uphold district policies and procedures 

16. Engage in continuous professional growth 

Work Days: Determined by Superintendent. 

Physical Requirements:  

Occasionally requires physical exertion to manually move, lift, carry, pull or push heavy objects or 

materials, stooping, bending and reaching, climbing stairs and use a small step ladder. 

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 

 


