Vacancy Notice

RRE School Secretary
10-month
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	Job title
	School Secretary

	Reports to
	Principal

	FLSA Status
	Non-Exempt


	Classification: Classified
	Term of Employment: 10-month position

	CPI Job Code: 430
School Secretary/Clerk
	Salary Scale: 150


Duties and responsibilities

Supports the principal or other certified school personnel with record-keeping and other clerical duties

· Interacts effectively with the general public, staff members, students, teachers, parents, administrators, using tact and good judgment

· Performs a variety of duties to support supervisory and administrative personnel in accomplishing daily activities

· Composes, creates, edits, or transcribes correspondence, emails, newsletters, memorandums, and other materials

· Maintains files, accurate records, and other important information associated with the position
· Answers telephones, responds to inquiries, takes messages, or transfers calls appropriately
· Greets visitors ascertains the nature of the business and directs visitors appropriately.

· Assists in maintaining efficient office operations by providing secretarial relief whenever and wherever needed
· Operates various equipment associated with the department, such as computer, fax machine, copier, and equipment developed or advanced from future technology as required by the job.

Qualifications

Minimum

· High School Diploma

· Three years secretarial/clerk experience

Preferred

· Two years of college or vocational-technical training with an emphasis on secretarial skills 
How to Apply:

Applications are available at the Washington County Board of Education, and classified applications are available for download at  https://www.washingtoncountyschoolsga.org. 
Return to Human Resources Department attention Masha White or email to mwhite@washington.k12.ga.us
Internal candidates, please send a cover letter and updated resume to Human Resources Department attention Masha White or email to mwhite@washington.k12.ga.us
Open until filled.
 Washington County Board of Education is an Equal Opportunity Employer


