
Classification: 1-B 

JOB PROFILE: SECRETARY, 1-8 
Reports to: Supervisor, Principal, Assistant Principal 

Hours/Day: 8 

Positions included under this job profile include but are not limited to: 
• Business Secretary
• Central Office Receptionist
• Main Office Secretary (NASH)
• Secondary Assistant Principal's Secretary (CMS, IMS, MMS)

Purpose/Summary 

Days/Year: 260 

To provide confidential secretarial, clerical, and administrative support to the supervisor or department; 
to contribute to the smooth and efficient operation resulting in a maximum positive impact on educational 
environment; to maintain records and materials; to act as a liaison and information conduit among the 
department, students, staff members, parents, and/or the community. To assist and support students 
whenever necessary. 

Essential Duties and Responsibilities 

• Perform all secretarial/clerical projects and duties as directed and required by the supervisor or
department.

• Provide support, be an available resource for administration, staff, students, parents, or community
members.

• TransmiUreceive all correspondence via telephone, email and surface mail and process the
correspondence; schedule appointments and make appropriate arrangements for meetings.

• Direct, manage and be of assistance for all incoming phone calls and inquiries .
• Organize and maintain filing systems .
• Manage necessary inventories and order and maintain supplies .
• Maintain necessary student information systems and data bases; generate and provide necessary

reports from these resources as required by the position.
• Process necessary correspondence, at the direction of supervisor, to parents and community as

needed.
• Manage Raptor and Security door systems, when needed .
• Fulfill other duties and tasks assigned by supervisors .

Education and/or Experience 

High School Diploma, Associates Degree preferred 
Minimum two years of experience in related field 

Certifications, Licenses, Registrations 

Act 34/151 /114/126/168 Clearances/Certifications required. 

Qualification Requirements 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. The requirements listed below are representative of the knowledge, skill and/or 
ability required. 

Preparing All Students for Success 1i1 a Changing World 






