


Salary/Benefits: According to the WEA Unit D contract
Performance Responsibilities:

e Handles all student attendance and absences.

e Answers phones, takes messages and screens/directs calls to the appropriate staff.

e Routinely meets and interacts with the public, staff, and students in situations which
require tact, discretion and courtesy.

e Performs a wide variety of clerical duties, including but not limited to communicating,
emailing, memoranda, reports, bulletins, handbooks, questionnaires, purchase orders, and
other materials.

e Receives and resolves concerns and complaints, using knowledge of school policies,
procedures, rules, and requirements.

e Establishes, maintains, and monitors confidential systems in an accurate and efficient

manner.

Assists with the placement of substitutes ensuring an accurate record in AESOP.

Audits AESOP and Novatime and serves as the first line approver of data.

Maintains inventory/supplies, facilitates and manages purchases for the House Offices.

Collaborates with the Human Resources Department to ensure that all employees, tutors,

and volunteers are CORI, SORI and fingerprint cleared.

Assists with preparation and planning of high school graduation.

Assists with the development of the school schedule by maintaining student data.

Assists Assistant Principal in co-planning and administration of MCAS.

Assists Assistant Principal in production and distribution of State reports.

Assists with supervision of students during in-office detentions and oversees students who

have referrals and discipline problems.

Students

» Verification of absences of students.

» Communication to parents informing them of class absences by students. Record all
entries on the computer database.

* Keep record of Privilege passes and issue passes when approved based on the
guidelines of the Student Handbook.

* Issue permanent dismissal.

* Record all entries on the computer database.

» When a field trip is approved, make arrangements for bus transportation through the
Transportation Manager.

* Assist in preparation and distribution of all materials used by teachers and students for
the next school year; collect outstanding obligations; and update student and teacher
forms.

Secretarial Tasks

e Open and sort mail for House Office members.
e Prepare necessary correspondence as directed by the Assistant Principal.
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