Fairview Public Schools

Fairview, New Jersey
Job Description:      Secretary to the Principal

Reports to: Building Principal
Qualifications:

1 High school diploma or commercial background

2 Basic computer knowledge/skills (Word, Excel).
3 Good telephone manner

4 Knowledge of copy, fax, Scan and/or other business machines.
5 Such alternatives to the above qualifications as the Board may find appropriate and acceptable.
Function:

1.   The secretary to the school principal is directly responsible to the elementary     school principal and shall serve as office manager of the elementary school, and shall maintain the confidentiality of the position.

2. He/She shall possess clerical competence and general knowledge of typing and general office procedures and must acquire knowledge of all office machines.
3. He/She shall assist the principals in the efficient operation of the school office to enhance the educational program for the students of the school.
4. The principal’s secretary works on a 10 or 12 month contract.
Duties:

1. Acts as a receptionist and keeps information regarding students, parents, teachers in a confidential manner.
2. Helps arrange appointments for the principal, in getting information requested, and in freeing the principal of as much routine as possible. (i.e. dealing with parents, students, public in matters other than academic).
3. Is responsible for incoming telephone calls and necessary outgoing calls.

4. Makes and keeps files for all educational materials, notices, letters, etc.

5. Receives deliveries and supervises stock of school forms and school supplies.

6. Prepares principal’s notices, memos, and bulletins.
7. Is responsible for maintaining student enrollment registers and recording school enrollment figures to the office of the Superintendent.
8. Makes, keeps and files student enrollments, attendance, and permanent records, emergency forms and all other required administrative forms.
9. Uses all office equipment in making duplicates of reports and other articles.
10. Distributes mail, handles blank forms, etc.

11. Prepares and types Emergency Phone List, if necessary.
12. Prepares reports on student transfers out of the school district.

13. Registration of all incoming students. Request records from sending districts for incoming students.

14. Types all purchase orders.

15. Does all typing requested by the administration, including observations and evaluations.

16. Responsible for teachers supply requests.

17. Keeping the principal informed abut the building, etc. when he or she is not present.

18. Maintain records for petty cash.

19. Handles office routine related to the school lunch program.  Types all lists and sends letters regarding the lunch program.

20. Address and mails all Progress Report notices, letters.

21. Acts as an initial liaison between principal, teachers, parents, and or students.

22. Takes daily attendance, makes phone calls on absenteeism.

23. At the end of the month proves out registers.

24. Performs all duties directed by the principal or the superintendent of schools.
25. Works with clerk typist and assigns duties, clerical work and typing when needed. 
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