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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION:    HS Financial/Athletic Secretary 

 

RESPONSIBLE TO:   Building Principal 

 

EVALUATED BY:   Building Principal or designee 

 

TERMS OF EMPLOYMENT: Classified Position 

      Hourly Rate of Pay 

 

PURPOSE OF POSITION: Provide Secretarial support and coordinates 

efficient operation of the high school office; 

deals with public, internal business; office 

management, scheduling, and development 

of records and reports. 

 

ESSENTIAL DUTIES: 
1. Operates office equipment and machines including, but not limited to, computers, 

typewriter, adding machine, calculators, and copy machines intercom system. Report 

monthly to copier companies (copy count) and call for copier service when needed. 

2. Maintains financial and personal records for the high school and assists with the 

preparation of financial tracking; manages activity accounts; custody of fees; gate 

monies, helps develop budget, types purchase orders, maintains and balances the petty 

cash fund. 

3. Athletics; rosters, count gate monies, pay officials, maintains register for KSHSAA, 

prepares, composes and types athletic correspondence. Coordinate all hospitality rooms 

for events. 

4. Prepares outgoing mail, notices, composes and types routine correspondence. 

5. Assists with preparation of student handbooks. 

6. Reports and files sales tax monthly. 

7. Balance bank statement and forward monthly reports to Central Office. 

8. Works with students and staff as required including, but not limited to scheduling and 

disseminating information on events, access to current stock of supplies, requisitions, 

and activities accounts. 

9. Answers telephone and provides information to callers and routes calls. 

10. At year’s end: Send all fees to Central Office and petty cash, makes final sales Tax 

report and run final financial reports for Central Office. 

11. Handles check requests. Processes the cooperative order for departments.  

12. Develops request for office equipment repairs and monitors office supplies. 

13. Greets visitors and directs or conducts them to appropriate location. 

14. Assists with supervision of student aides. 

15. Assist Jostens’s with class ring delivery and senior graduation announcements, caps and 

gowns, etc. 
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16. Administer prescribed medications and cover the health room when the school nurse is 

not available. 

OTHER JOB DUTIES (Others may be assigned): 

1. Provides information to the public. 

2. Participates in in-service training. 

3. A classified employee may be transferred at any time to any job which he/she is qualified 

to perform and when the transfer is deemed to be in the best interest of the district. 

REQUIRED QUALIFICATIONS: 

A high school diploma or its equivalent. Must have appropriate previous work 

experience.  Must demonstrate skills including, but not limited to, typing, transcription, 

word processing, computer expertise, manual filing and organizational abilities. 

 Complete district training programs for first aid, CPR, and AED certification. 

ATTENDANCE REQUIREMENTS: 

 A forty (40) hour workweek will be required. Sick and vacation allowances are 

 included in the district policy. 

PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

1. Manages all job duties with the mobility, agility, dexterity, and focused observation it 

takes to meet standards of performance. 

2. Moderate environmental conditions and noise levels. 

3. Prolonged periods of sitting. 

4. Must demonstrate ability to work in environment with many distractions and job 

interruptions. 

PERFORMANCE STANDARDS / EVALUATION: 

1. Must support district mission, goals and objectives. 

2. Must meet standards in a time sensitive manner as determined by building principal. 

3. Must demonstrate strict confidentiality pertaining to students, parents, teachers, 

administration or employees of USD 265. 

4. Must demonstrate language arts and communications skills; sentence structure, spelling, 

punctuation, speaking, and the ability to handle routine and sensitive correspondence and 

communications. 

5. Must perform essential functions with or without reasonable accommodations. 

6. Must meet all safety requirements as directed by the district. 

7. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee. 

 

I understand the job description that I have just read and can comply fully with all 

requirements with or without reasonable accommodations. 
 

 

_____________________________________________ _______/_______/_______ 
  Employee’s Signature                                Date 
 

 

_____________________________________________ _______/_______/_______ 
  Administrator’s Signature               Date 


