
SECRETARY

(ELEMENTARY)PRIVATE 

QUALIFICATIONS:

1.
High school diploma.





2.
Competent in general secretarial/clerical skills.
 






3.
Public relations skills.





4.
Knowledge of computer data processing.

REPORTS TO:

Building Principal

JOB GOAL:


The secretary shall assist students, parents, faculty, staff and administration.  The secretary must keep accurate records; attend to secretarial duties as needed; and perform any and all duties required.

PERFORMANCE RESPONSIBILITIES:

 1.
Answer the telephone, and route calls and messages to proper individuals.

 2.
Greet the public and answer questions in a friendly manner.

 3.
Maintain records and data assigned by the principal.

4.
Collect monies and record keeping data for students.

5.
Utilize all school and office machinery as needed in the performance of duties (including computer).

 6.
Type, make copies, and file reports, correspondence, and other material designated by the principal.

 7.
Inventory items ordered, keep copies of purchase orders, bills, or invoices.

 8.
Keep a neat, up-to-date attendance register.

 9.
Responsible for all attendance and attendance records.

10.
Assist the principal with the school Activity Fund.

11.
Supervise students in emergencies.

12.
Assist with regular enrollment; enroll new students‑-check immunization, birth certificate information, send for student records, and get free and reduced lunch information.

13.
Responsible for all aspects of the School Lunch Program.

14.
Make deposits of all monies.

15.
Prepare all required end-of-the-month and end-of-the-year reports.

16.
Responsible for all incoming and outgoing mail.

17.
Will be the principal's designee in all matters of medication and illness.

18.
Maintain a positive attitude.

19.
Report to the principal any problem relating to the function of the school.

20.
Any other needs or duties deemed necessary by the administration.

TERMS OF EMPLOYMENT:
Ten month year.  Salary and work year to be established by the Board.

EVALUATION:
Performance of this job will be evaluated annually.

REVIEWED AND AGREED TO BY__________________________date:____________

