HIGH SCHOOL ADMINISTRATIVE ASSISTANT

Qualifications
1. Good Health
2. Personality capable of getting along with teachers, children and parents.
3. Typing, clerical and computer skills
4. High school diploma required, some college preferred
5. Previous secretarial experience
6. Work effectively amid pressure and varied demands
7. Ability to complete work in an accurate manner
8. Ability to handle confidential information.
Responsibilities
e (General
1. Carries out clerical and receptionist duties assigned by building principal and
assistant principal.
2. Assists the building principal in maintaining proper records as required by law and
the Board of Education.
3. Responsible for accounting of school monies (school fee collection, pop machine,
etc) on a daily basis.
4. Responsible for entering and maintaining records of purchase order requisitions.
5. Other duties as assigned by building principal or assistant principal.
6. Carries out clerical duties related to the operation of the school which may include
but not limited to the following:
a. Ordering supplies
b. Keeping financial records
c. Making bank deposits
d. Typing for the office personnel
e. Maintaining student files
f. Entering and withdrawing students
g. Maintaining necessary files and paperwork
h. Maintaining office equipment in working order
7. Responsible for communication and data input to NCOCC with regards to student
data information, scheduling, financial information and EMIS data information and
reporting.
8. Carries out other duties as assigned by the building principal
9. Reports to the bulldlng principal

10. Handles basic inquiries to the office with regards to health related concerns
11. Acts as receptionist for the office of the Shelby High School
Time Requirements

Evaluation

Works 220 days, including 6 paid holidays, 8 hours per day.

Yearly by the high school principal.
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