
3/14, 3/17 
 
TITLE Preschool Secretary 
QUALIFICATIONS: 1. Preferred to have: experience and/or education as it  
  relates to the secretarial field.                                                            
 2. Good public relations skills. 
 3. Computer literate in data entry and website. 
REPORTS TO: Preschool Coordinator 
JOB GOAL: To participate as a team member in the operation of a smooth  
 running and efficient office following district policies and  
 procedures. 
 
PERFORMANCE RESPONSIBILITIES: 
To assume office duties designated by the Preschool Coordinator, which may include the following: 
 Perform general office routines, i.e. filing, correspondence, mail, answer phones, faxes, assist students, visitors, 

and staff using good public relations practices. 
 Serve as Registrar for all students including obtaining copies of certified birth certificates, up to date 

immunization records and verification of address. 
 Create, obtain and maintain student cum files, attendance, and computer records. 
 Process and expedite records for exiting and graduating students. 
 Update transportation, food service and central office regarding entries and withdrawals. 
 Administer first aid, notify parents and fill out accident reports of injured students. 
 Administer medications and maintain records for specific students. 
 Schedule meetings and create/distribute invites to parents as directed. 
 Maintain Student, Staff and Volunteer Emergency Contacts to meet City Licensing requirements. 
 Facilitate and Maintain documentation of Staff and Volunteer City Licensing Requirements 
 Check in, maintain, and distribute all materials received. 
 Maintain daily records of staff attendance and substitutes and compile data for payroll dept. 
 Use administrative computer software and updates as district requests for enrollment, accounting and budgeting 

tools. 
 Compile directories of students and staff. 
 Maintain Confidentiality 
 Perform such other tasks and assume such other responsibilities that are legal, moral and ethical as the Preschool 

Coordinator/SLP may assign. 
PHYSICAL REQUIREMENTS:  (with or without a reasonable accommodation): 
 Sufficient clarity of speech and hearing or other communication capabilities which permits the employee to understand 

verbal instructions and to communicate effectively on the telephone and in person;  
 Sufficient visual acuity which permits the employee to comprehend written work instructions, prepare and review documents 

and process them in a prescribed order, and organize documents and materials;  
 Sufficient manual dexterity which permits the employee to operate a personal computer and standard office equipment;  
 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an office environment, occasion 

lifting or moving objects that weigh up to 20-30 lbs.  
 Jobs in this class require talking and hearing to relate and monitor activities of young children and performing repetitive 

motions in typing, filing and paperwork;  
 Job tasks may require occasion  stooping, kneeling, crouching, reaching, pushing, pulling, lifting, fingering, and grasping.  
 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of the Board's  
 policy on Evaluation of Classified Personnel. 
TERMS OF 
EMPLOYMENT: Position is hourly and non-exempt.  Salary and work year to be established by the Board. 
 
 


