
QUINCY COMMUNITY SCHOOL DISTRICT 

QUINCY, MICHIGAN 

 

 

TITLE:           High School Secretary 

 
REPORTS TO:   High School Principal 
 

JOB GOAL:  To assure the smooth and efficient operation of the high school 

    principal’s office so that the office’s maximum positive impact the 

    education of children can be realized and to assist the principal and 

    relieve  him/her of paperwork and other tasks that do not 

    require personal attention. 

 

QUALIFICATIONS:  

 
1. Typing, word processing skills and data entry. 

2. Knowledge of use of office equipment. 

3. Knowledge of proper office conduct and telephone procedures. 

4. Knowledge of filing and record keeping procedures. 

5. Strong skills in written and oral communication. 

6. Ability to maintain confidentiality. 

7. Initiative and ability to work without supervision. 

8. Ability to carry out directives, budget time, and prioritize and meet all 

responsibilities on schedule. 

9. Ability to organize all tasks in an efficient manner. 

10. Experience in working with children. 

11. Relate well with all people. 

12. Knowledge in first aid and medication dispensing. 

13. A high school diploma or the equivalent is required; some formal office 

education/experience is desired, but not necessary. 

14. Clerical or secretarial experience preferred. 

15. Willing to ask for and accept assistance when needed. 

 

PERFORMANCE RESPONSIBILITIES: 

 
1. Type letters, reports, notices, bulletins, and memos. 

2. Obtain and organize pertinent data as requested by the principal. 

3. Maintain a filing system. 

4. Maintain student records and ensure compliance with district’s policies concerning 

confidentiality of student records.   

5. Answer the telephone and meet the public, students, and staff in a helpful and 

courteous manner. 

6. Responsible for scheduling picture days and retakes, Jostens meetings and 9th grade 

hearing/vision testing. 

7. Process daily mail. 

8. Offer assistance when a child is ill or injured. Check with parents when a child is ill 

and wants to go home. 



9. Keep accurate records of office supplies, office activity accounts and student fines. 

Ensure that the funds are deposited into the proper accounts. 

10. Enter School Specialty supply orders online for all teachers and building level 

employees. 

11. Schedule lunch detentions and homework detentions in the high school. 

12. Direct the completion of absence request forms for all staff. Enter substitute requests 

for high school teachers on the district’s online educational placement service.  

13. Collect time cards from building level employees and teachers monitoring detentions 

and enter information on payroll spreadsheet. 

14. Keep track of all staff’s comp. time and turn report into payroll office upon request. 

15. Keep staff, transportation department and BACC attendance office informed of 

special scheduling arrangements. 

16. Help organize and work parent/teacher conferences. 

17. Enter high school master calendar information on the district website calendar.  

18. Keep principal informed. 

19. Arrange for proper use, care and repair of office equipment. 

20. Assist in the supervision of students as requested. 

21. Schedule and help organize senior graduation orders of cap and gowns, diplomas, etc. 

Design and print program for commencement, senior honors and underclassmen 

awards. 

22. Help principal with timelines and selection criteria for senior honors and 

underclassmen academic and service awards. 

23. Cooperate with all district personnel. 

24. Follow all district policies, including those relating to a drug free school. 

25. Take pride in your work.  Be a positive, contributing factor to an effective and 

efficient school district. 

26. Any other duties as needed/assigned. 

 

TERMS OF EMPLOYMENT: 

 
 Length of contract, salary, and benefits to be determined by the Quincy Board of 

Education. 

 

APPLICATION PROCEDURE: 

 
 To be considered, the following must be received by 3:00 p.m.,  

Tuesday, August 4, 2020: 

 

Each applicant should send a resume, letter of interest, and three letters of 

recommendation. To apply, please go to our Applitrack application system at: 

 

https://www.applitrack.com/quincyschools/onlineapp/ 

 

 
It is the policy of the Quincy Community School District that no person shall, on the basis of sex, gender 

identity, race, color, creed, age, marital status, national origin, weight, height, or handicap, be excluded 

from participation in, be denied the benefits of, or be subjected to discrimination in employment or any of 

its programs or activities. 

 

  


