
CHISAGO LAKES SCHOOLS, ISD #2144 

 

 

TITLE: Secretary to Administration 

 

QUALIFICATIONS: 1. High School diploma or equivalent.  Further post-secondary training and education 

preferred. 

2. Two to three years experience as a secretary.  Experience with Microsoft Office Products, 

especially Word and Excel. 

3. A high degree of proficiency and skill in the use of computer/typing, transcribing, phone 

and other office related equipment.   

4. Strong verbal and written communication/people skills. Ability to handle multiple tasks 

completely under pressure and with constant interruptions. 

5. Ability to lift 50 pounds. 

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

acceptable. 

 

REPORTS TO: Associate Principal 

 

JOB GOAL: To assure the smooth and efficient operation of the Associate Principal’s office so that the office’s 

maximum positive impact on the education of students can be realized. 

 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Represent the school to the community and parents; provide factual information being aware of data privacy laws. Assist in 

answering phones, routing messages/inquires to appropriate people and greeting visitors.  

 

2. Prepare all forms of communication from the Associate Principal (once proofed) by typing, designing, copying, disseminating 

correspondence.   

 

3. Route and manage all incoming communications, appointments and student contacts for the Associate Principal. 

 

4. Assist in answering phones, routing messages/inquiries to appropriate people and greeting visitors. 

 

5. Collect and prepare information for student handbook, editing and proofing prior to final printing. 

 

6. Assist in school discipline management using Synergy, including the referral process, state and monthly data reporting.   

 

7. Manage the visitor management registration system and assist with building security.   

 

8. Maintain paperwork for building supply and equipment orders.  Assist staff in processing purchase orders.  Assist district 

accounts payable in collecting paperwork and entering PO’s in the SMART system. 

 

9. Distribute senior privilege permission slips in the fall.  Monitor and update the senior privilege list during the school year by 

reviewing each student’s grades, absences, detention owed and referrals each quarter. 

 

10. Support in the coordination of building, district, and state testing by maintaining records, correspondence, and testing 

implementation.   

 

11. Maintain locker management system. 

 

12. Collect and verify timesheets for non-certified staff. Reconcile absences in AESOP when needs arise. Enter absences of non-

certified staff after a school closing or late start. 

 

13. Update data for payroll report (STAR) and submit to payroll 

 

14. Maintain inventory of keys and cards for the keyless entry system. Assign building and grounds keys and cards to staff at the 

beginning of the school year and collect them at the end of the school year. 

 

15. Maintain and update Bells and Time Schedule. 



 

16. Assist with keeping the high school website for Senior Class Party updated. 

 

17. Maintain confidentiality as per mandated data privacy laws. 

 

18. Perform other duties as assigned. 
 

 

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 non-certified personnel. 
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