JOB DESCRIPTION

COVENTRY LOCAL SCHOOLS

SECRETARY

FUNCTION OF JOB

Under the general supervision of the Superintendent and the direct supervision of the building principal, will conduct clerical operation in a one or two person office with minimum supervision from the principal.

CHARACTERISTIC DUTIES

1.
Perform general secretarial duties.

2.
Operate office equipment such as copiers, computers, calculators, scanners, etc.

3.
Maintain permanent pupil records such as attendance, grades, test scores.

4.
Answer phone and meet general public, giving out information needed pertaining to procedures and 
policies.  Schedule appointments for building personnel.

5.
Assist in first aid to sick and injured pupils, as well as dispensing medication and maintain medical 
records.

6.
Requisition needed supplies and services, and maintain financial records for school accounts.

7.
In the absence of proper administrative personnel make decisions of routine matters, and check with 
central office in emergency situations.
8.
Assist in keeping record of free, reduced-price and charged lunches.  Forward necessary data to the 
Administrative Office on a current basis.

9.
Register new pupils and withdraw departing pupils.  Forward records of pupils who have withdrawn to 
next building pupil would attend if currently enrolled, as well as records of current pupils who are 
scheduled to attend a different school the following school year, before leaving for summer vacation.

10.
Work with Guidance personnel on the registration and withdrawal of students. Be familiar with 
scheduling procedures and grade posting.

11.
Will be custodian to student activity fund in their respective buildings.

12.
Forward attendance forms, absence reports, payroll and other personnel data to Administrative Office.

13.
Must handle all school information in a confidential manner.

14.
Responsible for maintenance of computerized student records for State information systems.

15.
Be proficient in computer software used in office setting.

16.
Maintain inventory records for building.

17.
Prepare teacher materials for opening and closing of school.

18.
Work with EMIS coordinator on open enrollment program (maintain record of students enrolled and 
withdrawn, registration of students, orientation, etc.)

19.
Assist with Athletic Department where necessary.

20.
Perform other tasks which may be assigned by the building principal or other supervisory personnel on or 
after the adoption of this job description.

QUALIFICATIONS – APTITUTE & TYPING TEST REQUIRED
1.
Proficient in use of word processing software.

2.
Ability to type 50 words per minute.

3.
High school graduate or equivalent.

4.
Physically able to do the work.

5.
Must relate to students and adults in a positive manner.

PHYSICAL REQUIREMENTS

1.
Physical ability


-Ability to occasionally lift 20 lbs. during the workday


-Ability to occasionally lift 10 lbs. while walking, standing, pushing or pulling


-Sensory acuity-vision/smell/hearing/touch


-Communication through spoken and written word

2.
Duration of activities


-Standing/25%
   Walking/25%

Sitting/50%


-Light grasping-both hands/5 hours per day


-Firm grasping-both hands/2 hours per day


-Fine manipulations-both hands/6-7 hours per day

3.
Work environment


-Inside/100%   Exposure to computer screens and copiers

4.
Employees new to Coventry


-Pre-employment drug/alcohol screening; fingerprinting and background check
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