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 Position: K-8 Building Secretary 

 

 Classification: Class II 

 

 Reports To: Principal/EMIS Director 

 

 Salary: As set by the Board of Education 

 

 Evaluation: Performance of this job assignment will be evaluated annually in accordance with 

provisions of the Board’s policy 

 

 Qualifications: High school diploma (additional training desirable) 

  Successful completion of Office Staff Assessment Test 

  Proficient in Microsoft Office software 

  Previous secretarial experience preferred 

  Demonstrate good written and verbal communication skills 

  Demonstrate computer literacy 

  Demonstrate proficiency in typing (60 wpm) 

  Good public relations skills 

  Professional appearance 

  Be capable of working with minimum supervision 

  Able to perform multiple tasks simultaneously 

  Demonstrate organizational and time management skills 

 

 Description: To manage the flow of office tasks to ensure their timely completion and to assist 

the administrative and teaching staff in the operation of an efficient and 

professional office and school.  To process limited building level data through SI 

(Student Information) for transfer to the Education Management Information 

System (EMIS). 

 

Essential Functions: 

1. Responsible for smooth operation and business-like appearance of office 

2. Greets students, staff, parents and visitors courteously and professionally 

3. Maintains confidentiality 

4. Type letters, memos, reports for the Principal and other administrative personnel as directed 

5. Safeguards student files to see that they are not lost, misfiled, or open to unauthorized 

personnel 

6. Maintains attendance and/or disciplinary reporting in the SI (Student Information) system for 

transfer to EMIS 

7. Acts as a liaison to the Principal with disciplinary issues and/or to the Principal and truant 

officer with attendance issues 

8. Makes contact with parent or guardian in a timely manner to verify student absence when 

parent/guardian fails to notify school personnel of student absence 

9. Operates all office equipment as needed 

 



 

Page 2 

 

 

 

10. Receives telephone calls and makes proper disposition of calls 

11. Display knowledge of the activities and functions of the school on a daily basis to answer 

routine questions from parents, communities and outside entities 

12. Inventories office supplies and keeps them stocked and accessible and reorders as needed 

13. Keeps the office, counter and storage areas neat at all times 

14. Works as a cooperative team member and maintains a positive relationship with peers 

15. Performs such other duties as assigned by the building Administrators 

 

 

Additional Working Conditions: 

1. Exposure to blood, bodily fluids, and tissue 

2. Exposure to loud noises 

3. Occasional interaction with unruly children 

4. Repetitive hand motion, e.g., computer keyboard, typing 

5. Interruption of duties by students, visitors, staff and/or telephone 

 

 

This job description is subject to change and in no manner states or implies that these are the only duties 

and responsibilities to be performed by the incumbent.  The incumbent will be required to follow the 

instructions and perform the duties required by the incumbent’s supervisor, appointing authority. 

 

 

_______________________________________________   ______________________ 

Superintendent or designee       Date 

 

 

 

 

My signature below signifies that I have reviewed the contents of my job description and that I am 

aware of the requirements of my position. 

 

 

_______________________________________________   ______________________ 

Signature         Date 

 

 

 

 


