JOB TITLE 
School Wide Secretary/Attendance Clerk-K-12

REPORTS TO
Building Principal 

ESSENTIAL DUTIES AND RESPONSIBILITIES
*Manage and maintain all student activity accounts, ensuring accurate balances and proper documentation
*Maintain confidentiality of financial and student information
*Receive and direct all incoming calls and visitors
*Manage and maintain scheduling of substitutes and teacher leave requests
*Send and receive student records as needed
[bookmark: _GoBack]*Manage beginning of year and year end student registrations and check out
* 


QUALIFICATIONS
*Previous experience in office setting and accounting preferred
* Experience with PowerSchool and EPES school accounting preferred
* Strong organizational and time management skills
* Ability to communicate effectively with a variety of stakeholders
* Ability to handle multiple tasks in a faced paced environment


Bliss School District is looking to hire a School Wide Secretary/Attendance Clerk for their K-12 school starting for the 26/27 school year. Job duties and qualifications are listed below. Pay is based on experience. The position does offer, benefits, paid holidays,  summers off and the ability to make a difference in students lives.  Application is listed below. Please email applications or any questions to district.clerk@bliss234.org
