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Vacancy Announcement 
High School Clerk
	Job title
	Clerk

	Reports to
	Principal

	FLSA Status
	Non-Exempt


To provide clerical, record keeping, date entry and organizational services that ensures the smooth and efficient operation of the school office so that the office’s maximum positive impact on the education of children can be realized.
Duties and responsibilities

· Perform the usual office routines and practices associated with a busy, yet productive and smoothly run office.

· Perform a variety of daily office functions such as assisting students with signing in and out, assisting students with phone use, maintaining the Principal’s attendance report, recording daily attendance for school staff and maintaining supplemental substitute time reports and staff substitute coverage forms. Entering accurate data into the school system as needed.

· Answer phones, screen incoming calls, provide information to callers, route calls to correct party, take messages for staff and students, use intercom system, and receive and distribute faxes.

· Greet all visitors courteously, determine their needs, direct or escort them to the proper person.

· Other duties as deemed appropriate by the Principal.


Qualifications

Minimum

· Minimum of a high school diploma
Preferred
·  3 years of clerical experience preferred, technology and typing skills.
How to Apply:

Submit a Washington County Board of Education application for employment, resume, and three professional references to Masha White or email to mwhite@washington.k12.ga.us
Position open until vacancy is filled

Washington County Board of Education is an Equal Opportunity Employer


