
Coventry Local Schools Job Posting 

Come Together Forever 

 

 

TO: CLASSIFIED PERSONNEL Position available to current  employees, current substitutes, & outside applicants  

FROM: LISA BLOUGH, SUPERINTENDENT 

DATE: NOVEMBER 6, 2019 

SUBJECT: GUIDANCE SECRETARY – COVENTRY HIGH SCHOOL 

 

In reference to Section 7.1 of the Union negotiated agreement, there is a job vacancy for a Guidance Secretary at Coventry 

High School. 
 

This position is for 8 hours per day, 209 days per year.  The base rate of pay is $15.43 per hour. 
 

Current Coventry staff and substitutes: If you meet the requirements and are interested in applying for this position, please 

apply by completing an Intent of Interest Form. Send to Mr. Neal Kopp, Coventry high School Principal, by 3:00 p.m.  

Wednesday, November 20, 2019. Intent of Interest forms available at the Central Office, on our website, or in each of the 

school offices. 
 

Outside applicants:  Please send a cover letter and current resume to Mr. Neal Kopp, Coventry High School Principal,  

1135 Portage Lakes Dr., Coventry Township, OH. 44319, by 3:00 p.m. Wednesday, November 20, 2019. 

 

FUNCTION OF JOB 
Under the general supervision of the Superintendent and the direct supervision of the Building Principal will conduct clerical 

operations in a one- or two-person office with minimum supervision.   

 

CHARACTERISTIC D U T I E S 
1. Perform general secretarial duties. 

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

5. Schedule appointments for guidance counselors. 

    6. Requisition needed supplies and services through electronic procurement program, and maintain financial records for 

Guidance Office. 

    7. In the absence of proper administrative personnel make decisions of routine matters, and check with Central Office in 

emergency situations. 

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

and grade posting. 

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

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

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

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

13.  Process and keep permanent record of all correspondence for Guidance Office. 

    14.  Support and follow the policies and procedures established by the Board of Education, the Superintendent, and the 

Treasurer. 

    15.  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 
1. Preferred DASL experience. 

2. Proficient in use of computer software used in office setting. 

3. Ability to type 50 words per minute. 

4. High school graduate or equivalent. 

5. Physically able to do the work. 

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

7. Ability to handle all school information in a confidential 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 

 


