
CHISAGO LAKES SCHOOLS, ISD #2144 

 

TITLE:   Secretary to the Principal (elementary) 

 

QUALIFICATIONS: 1. High School diploma plus business school education or equivalent. 

2. Two years minimum secretarial experience. 

3. Proficient in computers, word processing, data entry, and Internet. 

4. Working knowledge of basic office machines and equipment such as copy 

machines, fax machines, printers, intercom, laminators, and building telephone 

system. 

5. Strong organizational and communication skills. 

6. Ability to handle multiple tasks completely under pressure. 

7. CPR and First Aid certification required.  Ability to lift 50 pounds. 

8. Such alternatives to the above qualifications as the Board may find appropriate and 

acceptable. 

 

REPORTS TO:  Principal 

 

JOB GOAL: Responsible for the efficient operation of the school office so its maximum positive impact 

on the education of children can be realized. Contribute to the positive image of the school 

and district while maintaining confidentiality of students, staff, and school business. 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Perform general secretarial duties for the Principal and staff. 

2. Accountable for student database records and MARSS data. Prepare attendance reports for state and teachers. 

3. Responsible for enrolling new students and collecting census information of new students and families. 

Prepare, organize, and maintain accurate cumulative student records.  

4. Responsible for general, as well as emergency, situations when the principal is away from the building. Be 

aware of court orders (custody situations) and confidentiality concerns. Prevent pick-up or contact of students 

by unauthorized adults, if possible. 

5. Provide information and communication for public (parents, students, staff). Knowledge of district’s programs, 

policies, and guidelines. 

6. Approve, document and facilitate daily student transportation changes.  

7. Administer First Aid and medications when health aide is away from Health Room. 

8. Handle various student problems throughout the day. 

9. Secure substitutes for planned as well as emergency absences of teachers and paraprofessionals. 

10. Maintain and organize staff attendance records and process timesheets. 

11. Oversee workload in office and delegates tasks as appropriate. 

12. Maintain all office machines, purchase office supplies and equipment as needed. 
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13. Inform and train new staff of building procedures. 

14. Maintain confidentiality as per mandate data privacy laws. 

15. Other duties as assigned. 

 

 

ADDITIONAL RESPONISIBILITIES: 

 

 

LAKESIDE SCHOOL: 

 

1. Collect monies for various student activities and prepare for deposit. 

2. Prepare student records when moving to Middle School. 

 

 

PRIMARY SCHOOL: 

 

1. Organize Kindergarten Round-up. 

2. Work with Microsoft Access and Excel. 

3. Collect monies for various student activities. 

4. Update computer records of Early Childhood students. 

 

 

TAYLORS FALLS ELEMENTARY 

 

1. Assume duties relating to activity funds, make bank deposits and keep Activity Account balanced. 

2. Organize Kindergarten Round-up. 

3. On call for security alarm problems if custodians are unavailable. 

 

 

TERMS OF EMPLOYMENT: Salary and work year to be established by the Board of Education. 

 

EVALUATION: Performance of this job will be evaluated annually in accordance with 

the provisions of the Board’s policy on evaluation of noncertified 

personnel. 
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