
       

Openings as of 3/9/2026

Office Personnel - Class 5 Exempt - Building Level 247
Days

FMLA regulations require all employers to post the updated FMLA notice.
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JobID: 44206

Attachment(s):
OP 5 - Building - Exempt

Position Type:
  Administration

Date Posted:
  3/9/2026

Location:
  Colerain Middle School

Date Available:
  04/10/2026

Closing Date:
  03/13/2026

  
Position:
Office Personnel - Class 5 Exempt - Building Level 247 Days (12 months)

Salary Range:
$47,177.79 - $51,066.77 per annum

Location/Hours:
Colerain Middle - 8 hours per day (Exempt)

Qualifications:
1. High School diploma, GED or equivalent required. Previous experience in accounting or finance

related fields and experience preferred.
2. Technology skills - Excellent in Word, Excel, Google Docs, Google Sheets.
3. Positive communication skills as it relates to working with all District stakeholders.
4. A high level of organizational skills, especially in the area of record keeping.
5. Ability to maintain a high level of confidentiality.
6. Such alternatives to the above qualifications as the Board may find appropriate and acceptable.
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