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TITLE: Receptionist/Administrative Secretary 
 District Office 
QUALIFICATIONS: Communicate clearly on the telephone; write and deliver messages; 
 greet and direct persons upon entry to the administration building 
REPORTS TO: Clerk of the Board 
JOB GOAL: To serve as a receptionist/administrative secretary for the district  
 administrative office building. 

 
ESSENTIAL RESPONSIBILITES: 
 Act as a welcoming first contact for the District’s walk in and telephone traffic knowing enough about 

District and community resources in order to efficiently assist or direct to appropriate department.  To 
include:  district procedures, student registration, student files, boundaries and attendance zones, committee 
meetings, schedules, elections, community resources, etc. 

 Report any suspicious activity or unusual behavior on the part of visitors. 
 Send emergency notifications as needed. 
 Maintain and organize student cumulative files and inactive/archive student record storage. To include:  

filing, making copies and mailing to other buildings and/or other districts upon request. 
 Work cooperatively with building staff to answer questions, mail large packages/mailings, and deliver 

supplies, forms, etc. upon their request.   
 Process all incoming and outgoing U.S. mail and inter-school mail to include:  certified mailings, distribute 

approved flyers to buildings, faxes, etc. 
 Oversee deliveries from vendors including UPS and FedEx. 
 Maintain the operation of and supplies for the postage machine. 
 Create and maintain telephone extension lists for District Office staff. 
 Operate and maintain files on a variety of computer programs to include:  email, calendar software, word 

processing, spreadsheets, etc. 
 Assist Clerk of the Board with year-end student discipline tracking reports. 
 Assist other district office staff to include:  taking and receipting School Plus fees, alphabetizing, data entry, 

mailings, posting current job postings, handing out forms, etc. 
 Schedule meetings and maintain calendar for all District Office meeting rooms including Midtown Center. 
 Communicate with Rotary representative and district high schools including North Idaho College and 

University of Idaho regarding student of the month selection.  Prepare schedule and certificates. 
 Perform such other tasks and assumes such other responsibilities that are legal, moral, and ethical as 

Supervisor may assign. 
 
ESSENTIAL 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 lbs.  

 Jobs in this class require talking and hearing to relay and monitor procedures and performing repetitive 

motions in typing, filing and paperwork;  
 
EVALUATION: Performance of this job will be evaluated in accordance with   
 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. 


