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TITLE:
PRINCIPAL’S SECRETARY, High School (Class I)

QUALIFICATIONS:

1. High School diploma with some college or advanced secretarial education desirable.

2. Executive secretary experience or successful high-level experience as school secretary.

3. Excellent computer skills, knowledge of Microsoft Office™ as well as the ability to operate office equipment including, but not limited to, fax machine and copy machine.  

4. Knowledge of SASI™ computer system preferred.  

5. Excellent interpersonal and communication skills.

REPORTS TO:


High School Principal

JOB GOAL:

Complete the detail and written work as well as coordinating other matters essential to the efficient operations of the high school principal’s office.

PERFORMANCE RESPONSIBILITIES:

1. Prepare various materials including, but not limited to, correspondences, reports, notices, school newsletter, Connecticut State Department of Education reports and recommendations as directed by the immediate supervisor.

2. Obtain, gather and organize pertinent data, including but not limited to, vacation requests, personal days.  Organize data into usable form.  

3. Maintain a secure filing system. 

4. Process incoming correspondence as instructed.

5. Maintain staff mail boxes and telephone pin numbers (long distance).

6. Maintain School Calendar and communicate pertinent information to Southington Fire Department on a regular basis.

7. Maintain and control distribution of keys and alarm codes.

8. Make arrangements for conferences, interviews and utilization of Southington High School facilities.

9. Welcome visitors and screen callers in accordance with established policy.  

10. Serve as scholarship and academic awards coordinator.

11. Maintain Material Data Safety Sheets.    

12. Distribute all paychecks.

13. Process bulk mailings.

14. Maintain a schedule of appointments for the Principal.
15. Coordinate the assignments of clerical staff assigned to the main office to cover for clerical absences.
16. Perform any other job related responsibilities or tasks as assigned by the immediate supervisor.
TERMS OF EMPLOYMENT:  Determined by the working agreement between the 

Southington Board of Education and Local 1303-162 of Council 4 AFSCME. 

 A twelve-month work year

EVALUATION:  Performance of the job will be evaluated annually by the High School Principal.
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