
 ADMINISTRATIVE SECRETARY JOB DESCRIPTION 
 
REPORTS TO:  Superintendent or Principal (s) (or other administrator) of Plentywood School District #20 

 

 

 

UNIVERSAL OBLIGATIONS/EXPECTATIONS OF EACH STAFF MEMBER 

 

It is the expectation of the District that each staff member will: (1) put the safety, health and well-being of students 

at the forefront of all actions, job responsibilities and decisions, and (2) undertake all duties in alignment with the 

District’s Strategic Plan and mission/vision statements. 

 

ESSENTIAL FUNCTIONS: 
 

Serves as a secretary to the superintendent, principal, Activities Director, or other administrator. 

 

Performs and organizes a wide variety of secretarial and clerical duties for administrative personnel, teachers, and 

support staff in an efficient manner. 

 

Performs a wide variety of clerical and secretarial work, including typing, proofreading, filing, and checking and 

recording information. 

 

Serves as receptionist and gives information or directs visitors to proper office. 

 

Answers inquiries concerning standardized policies, procedures, and regulations. 

 

Receives, sorts, and distributes mail and office correspondence. 

 

Screens incoming correspondence routed to supervisor. 

 

Communicates with the public, employing discretion and independent judgment, directing individuals to the correct 

person and efficiently resolving their concerns. 

 

Independently composes a variety of materials such as letters, memoranda, bulletins, requisitions, claims, reports, 

and statistical data from rough drafts or oral instructions. 

 

Orients and directs substitute teachers and substitute classified personnel. 

 

Maintains and coordinates multiple calendars to include: school administrator(s), school facility events, site, master, 

and school events. 

 

Responsible for the assigning and inventory of room cabinet keys. 

 

Types routine memoranda and correspondence from general instructions. 

 

Types reports, records, and other materials. 

 

Takes and transcribes dictation for letters, memos, and reports. 

 

Attends meetings and conferences as requested. 

 

Collect and receipt money and prepare bank deposits. 

 

Sorts, indexes, and files materials alphabetically, numerically, and by other predetermined categories. 

 



Compiles information and prepares reports. 

 

May prepare material for Board agenda. 

 

Dictates, collates, and assembles materials for distribution. 

 

Arranges correspondence for supervisor’s personal reply in order of priority, with appropriate background material 

attached for reference. 

 

Manages the school’s student data information system (Infinite Campus), including entering student daily 

attendance and demographic information for OPI reports. 

 

Oversees the school food program, including entering student data, keeping student food accounts accurate, and 

providing school food information and data for OPI reporting. 

 

Only minimum duties are listed.  Other functions may be required as given or assigned. 

 

DESIRED MINIMUM QUALIFICATIONS: 
 

 One year responsible office experience; high school diploma or equivalent supplemented by or including 

courses in typing and office practices; or any combination of training and/or experience that could likely 

provide the desired knowledge and abilities. 

 Correct English usage, spelling, grammar, punctuation, and composition. 

 Knowledge of numerical, alphabetical, and subject-matter filing systems. 

 Modern office methods, procedures, and equipment, including receptionist, telephone techniques, and word 

processing. 

 Basic functions and clerical operations of a school district. 

 Perform a variety of clerical and secretarial work with accuracy and speed. 

 Proficiently operate standard office equipment, including computer terminal. 

 Post information, check records, file, and alphabetize rapidly and accurately. 

 Maintain records and prepare accurate reports. 

 Compose correspondence in response to routine inquiries. 

 Understand and carry out oral and written directions. 

 Communicate effectively both orally and in writing. 

 Maintain cooperative working relationships with those contacted in the course of work. 

 Type at a net corrected speed of 55 words per minute. 

 Ability to handle stressful situations. 

 Ability to maintain confidentiality of employment and student matters. 

 Ability to effectively manage time and responsibilities. 

 Experience with Microsoft Office programs, such as Microsoft Office, Word, Excel, and Publisher is 

preferred. 

 The effective ability to maintain a positive attitude and deliver this to the public, staff, students, and 

administration at all times. 

 

EQUIPMENT USED: 
 

A variety of electronic and technology devices, copier, telephone/voice mail, fax. 

 

WORK ENVIRONMENT: 
 

While performing the duties of this job, the employee regularly works inside.  The employee must be able to meet 

deadlines with severe time constraints. 

 

The noise level in the work environment is usually moderate. 

 



 

 

PHYSICAL DEMANDS: 
 

While performing the duties of this job, the employee is frequently required to sit; occasionally walk and stand; 

travel from building to other sites.  Specific vision abilities required by this job include close vision, distance vision, 

depth perception, and the ability to adjust focus.  The employee is required to be able to hear conversations in quiet 

environments. 

 

MENTAL/MOTOR DEMANDS: 
 

While performing the duties of this job, the employee often performs routine work.  The employee frequently 

exercises flexibility (ability to shift from one task to another).  Guidance and reinforcement are usually available.  

The employee frequently works within time constraints and maintains attentiveness intensity.  The employee is 

frequently involved in social interactions which require oral and written communications. 

 

The physical demands, work-environment characteristics, and mental/motor demands described within this job 

description are representative of those that must be met by an employee to successfully perform the essential  

functions of this job.  Reasonable accommodations shall be made to enable individuals with disabilities to perform 

the essential functions. 
 

For those classified employees employed under a written contract for a specified term, nothing contained in 

this job description shall create a property right beyond the specified duration of the employment contract. 


