
SECRETARY TO ATHLETIC DIRECTORPRIVATE 

QUALIFICATIONS:

1. 
High school diploma 





2.
Knowledge of office machines and computer.

3. General knowledge of business.

4. Human Relations Skills.

REPORTS TO:

Principal and Athletic Director

JOB GOAL:


To coordinate and direct the daily operation and activities of the Athletic Director's office and its general welfare.

PERFORMANCE RESPONSIBILITIES:

 1.
Comply with school policy.

 2.
Place calls and make appointments for the athletic director. Perform office procedures.

 3.
Take in-coming calls at the athletic director's office.  Screen mail.

 4.
Keep records on conferences and meetings.

 5.
Welcome visitors and arrange for their comfort, and screen unexpected callers in accordance with predetermined policy.

 6.
Assist in the compiling and typing of reports.  Assist Principal when needed.

 7.
Ability to make decisions regarding work problems.  Ability to follow written and oral directions.

8.
Ability to make varied and accurate arithmetic computations and tabulations with reasonable speed.

9. Attend conferences and workshops as designated by the director.

10.
Perform any other task as assigned by the Athletic Director.

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:_______________
