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BELLEVUE INDEPENDENT SCHOOLS

JOB DESCRIPTION

POSITION TITLE:
RECEPTIONIST/SECRETARY – HIGH SCHOOL 

QUALIFICATIONS:
High School Diploma or G.E.D. 
REPORTS TO:


Building Principal

BASIC FUNCTION:

Perform a wide variety of clerical and secretarial duties to coordinate school office activities and assist the Principal in routine administrative tasks and coordinate school office activities; perform public relations and communications services for the Principal.

RESPONSIBILITIES:
· Sets security monitors and responds to security buzzer during day.

· Checks e-mail and phone voice mail.

· Arranges for substitute teachers as needed and forwards teacher instructions to substitutes.

· Provides class rosters, lesson plans and teacher instructions to incoming substitute teachers.

· Oversees student and faculty attendance by recording absences, tardy entries and the maintenance of student and faculty files via Student Information System programs and hard (paper) copies of the same.

· Enters new information and makes necessary changes in student and teacher Student Information System records.

· Calls parents /guardians regarding student absences and other necessary information.

· Serves as the attendance liaison between area technical schools and Bellevue High School for all student attendance matters.

· Receives and distributes all incoming mail.

· In the absence of the school nurse, attends to current physical /medical needs of students.

· Assists with compilation and dissemination of meeting agendas, meeting minutes and all opening day and closing day school information.

· Answers, screens and forwards incoming telephone calls to the appropriate parties.

· Checks in all visitors and issues visitor passes as appropriate.

· Assists the Assistant Principal and School Counselor as needed.
· Checks out/in all students leaving/entering the building (Doctor appointments, tardies, etc.)

· Performs various duties assigned by the Supervisor.

· Applies all school and district policies and procedures.
· Serve as secretary and provide administrative assistance to the Principal; make, schedule and arrange appointments, meetings and conferences; independently compose letters, memoranda and bulletins as directed; take and transcribe dictation as required. 
· Organize budget and financial material to maintain accurate fiscal records; record expenditures and transfer funds as appropriate; assist in the preparation of annual budgets and other reports. 

· Coordinate the Principal's office, acting as receptionist, and contact and reference source for staff, students, parents and the public; perform public relations and communications services for the Principal.
· Collect and account for money collected in conjunction with student body funds, last lost or damaged books and other school activities.

· Collect and reconcile certified and classified timesheets that will be sent to the HR/Payroll Coordinator at Central Office; maintain accurate records with respect to personnel; assist substitute teachers and classified personnel by providing them with keys and materials; secure substitutes (as required) and prepare substitute time sheets.
· Perform a wide variety of problem-solving tasks in support of certified, classified and management personnel.
· Maintain regular and predictable attendance.
· Adhere to the professional code of ethics.
· Successfully utilize technology as appropriate in job function.
· Perform related duties as assigned.
KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledgeable of all school copiers and their functions. In addition, has the ability to trouble shoot minor problem and if necessary contacts the appropriate service technician.

· Knowledgeable and displays the skills and abilities to use personal computers.

· Knowledgeable and displays the skills and abilities to use, all associated school software programs.

· Promotes Bellevue High School as a warm and welcoming school to all stakeholders of the community.

· Maintains excellence in professional dress attire.

· Maintains a professional demeanor at all times in the school building.

· Projects a cooperative, helpful and courteous manner regardless of frequent job interruptions.

· Has the ability to multi task and set priorities for completion of jobs in a highly efficient manner.

· Avoids unnecessary conflicts by using diplomacy and tact when dealing with students, faculty and members of the external public.
