File:  GDA-R2.1


JOB DESCRIPTION
SCHOOL SECRETARY
Title: School Secretary 

Purpose: To provide secretarial and administrative support services for Elbert School District #200 

Principal Responsibilities: 

Receptionist: 

1. Answers telephones promptly and gives information to callers or routes calls to appropriate individuals. 

2. Greets visitors, ascertains nature of business, assists visitors to sign in, supplies appropriate badge, refers visitors to appropriate location, and verifies visitors sign out.
3. Assists students with sign in/out procedure and verifies parental permission for release.

Clerical Duties: 

1. Compiles and prepares the following reports and any additional as assigned by administration:
a. October Count-CDE Fall Report

b. Direct Certification

c. March Report Card

d. CELA

e. Safety & Discipline and Behavior Reports
f. End of Year Pupil Membership
2. Establishes and maintains student electronic records and hard copy filing system.
a. Assures confidential information is secure. 

b. Establishes initial student records, obtains state ID number.

c. Requests or releases student records and maintains appropriate documentation.
d. Maintains student records relating to but not limited to:

i. Gifted/Talented

ii. Free/Reduced

iii. Special Needs, IEP, ILP

iv. Out of District including applications
e. Maintains attendance records and prepares for attendance audit including maintenance of teacher grade books and any appropriate documentation required.

f. Maintains student grade cards and transcripts in student cumulative files.   Checks all grade cards and transcripts.  Mails report cards/transcript to parents who have requested this service.
g. Maintains student enrollment packet and forms including field trip permission and permission to publish pictures.

h. Schedules elementary students into classes, assists teachers with electronic grade books, posting grades, etc.
i. Roll over of student information system for following school year, maintain school calendar in student information system.

j. Provide lunch count to food service personnel.

k. Calls elementary parents to verify reason for absence.

l. Assists district nurse in the maintenance of immunization records. 
3. Miscellaneous  
a. Prepares staff packets for beginning of school year including staff handbooks and any other forms as assigned by administration.
b. Prepares and collects end of year teacher folders.

c. Manages staff leave records, requests and substitute acquisition for teachers and aides. 

d. Maintenance of school master calendar.

e. Prepares and distributes daily and weekly bulletins.

f. Maintains additional filing systems as assigned by administration and classifies sorts and files correspondence as needed.
g. Manages and maintains all master district forms.

h. Supervises use of office machines and performs minor repairs.
i. Administers medication and/or first aid to students. 

j. Responsible for all purchase orders, ordering, distribution of all materials, inventory and ordering office supplies, medical supplies and any other as assigned by administration.
k. Obtains administrator approval for all purchase orders.
l. Supervise student office aides when appropriate.
m. Prepares staff directory, duty lists and any other documents as assigned by administration.

Reports To: Superintendent 

Factors to Be Considered When Evaluating Performance: 

1. Prompt in reporting to work and willing to work beyond school day, if necessary.

2. Task oriented in performing tasks. 

3. Good rapport with community, parents, students and staff. 

4. Accuracy in preparing required reports and formal communications. 

Minimum Qualifications: 

1. High school diploma. 

2. Knowledge of office procedures. 

3. Ability to operate office machines, including computer skills. 

4. Ability to work under pressure and to accomplish varying types of work and make decisions, despite frequent interruptions.

5. Able to work tactfully and harmoniously with school staff, parents, students and the public. 

6. Possess the ability to help provide a friendly and cooperative atmosphere for students and staff to perform daily routine. 

7. Such alternatives to the above qualifications as the Board of Education may find appropriate and acceptable. 

8. Able to lift a minimum of 10 lbs. and a maximum of 40 lbs.

Evaluation: Will be performed on an annual basis by the Superintendent. 
Adoption Date: June 23, 1998 

Re-Adoption Date:  September 26, 2006

Revision Adoption Date:  March 21, 2012
