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310 cartied out effsctivek and i i .
Policies, P Umnm‘iﬁ:hnﬂy I accordance with the Sahty Diviglanal Education Caunc

Fhe. incumbant must be proficient in communicati
Profossionalier : unication skils as this position Impacts dirgctly on the lavg! of
oo ".idenlhlﬂy. POOr decision i i ' ) -

: .i d 8, poor QUS\IM)' of W. dalays in completing tagks and ermors made In




TO:B6TSBT2L TS P.3-7

FRY=E1-2008 1411 FROME ST DIVISIONAL EDU 8675873467
JAN-25-2005 15:85 FROM:SAHTU DIVISIONGL EDU HETSET3457 TO: 95872173 P.57

(Dascribo miajor responsibifties and target accomplishmants expected of the posiion, For management
positions, indicate the subordinate positicn{s) through which responsibilitios are accomplished)

A Provide secretaria) Bupport services to the Principal and staff to facilitate the efficiant
oparatian of the school,

HAIN ACTIVIES

T Type al corespondencea, school Bports and requislions meluding Student Enroiment Data for the year —
8% of Sept 30; Stucent Tracking Dats from tha past year, Senior Secondary Course Data; Menthly
Newslettars: Memos / noticas for parents / quardians

2. Type and assigt with progeam matarials

3. Asslslin Maintaining Cumulative Filas { Studsnt Records

™1, Maintsin the office in a neat ang tidy stats.
12, Assist ataft with copy maching, PA Sysiem, faceimie maching, laminalor, faser printer and answarkyg
13. Organize ang propara for Monthly Assembly ~ certificates and awards

B. Malntain an up-to-date recorg of all eehool purchases to ensure school budget is not
overspent Including assisting with schoot fundraising Projects and evants,

g

Malntain log / record of al requinitions.
Récord ail Purchase Order numbers {make copiss of gach P,G.)
Kéep imck of back ardered items — contact vandorg regarding Back orders.
Check all ordars againat packing alips,
Flie & copy of sach Packing alip and submit orfginal o SDEC.
i events,

Keep an acourate record of ihe school Fungralsing Accoynt debits gng Bxpenciures, supervise / conlre)

® Noobwpa

C.* Porform racaptionist duties to facilitate communication within the schoal, and
between the schog) and the community,

MAIN AcTivITEs
« Make ol sehook catlgrs / viglgrs feel welcome.
Ensive oif schoal visitors check in at th office before proceading into the schaa,

- Ans 5, respany 2
. Di,rac; BR questions, which cannot & hamdflad at thig level, t the Princlpat or appropriate staff member,
. € " bsancas and / or g anivals 1o achpol and communieais this

, Admnishr frst Bid to students g noadad - contact Num‘ng Station and parents / quamiang,
Inforg ¥ contact pareats for unsopected &thool desuras dua oy woather or other reagons,
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L N ,
FAY-21-2W08 T4 1T FROM:SAATO DIUTSIONAL EDU 8575873467

JAN-R5-2006 16356 FROM: SAHTL OIVISIONAL EDU 8575873467 TO: 55872173 P.&/7

Incumbent Htust have atrang interpersonsl, oral ang wrilien communication skilts. Incumbent is required to pe
Skitked in o ump of & computer and related software applications (Micrasoft). Incumbant shoutd be famifar with
general office equipment. incumbent wi possess general offics administration experience, Abilty to manage
several taake simuttancously Be able to priovitize woridoad and mest deadiines, Effectiva time management,

Grganizational akills, and Cross cultural awsreness,
Adility % dail with the general public, staff, parents, and shudents B assentlal,

Typicaky, the abave qualifications can be ablained by completion of Grade 12, a Z.yomr office / Sacrotarial
adminiglration program and / or we to threa years of generat aflice experionca. Keyboarding skills should baatn
tevel of 45 words per minude,

;u»g%%mv’ mhwzg!!gb.!:!-:lmﬁdly Impased conditians under which the work must ba performed and which crasts
hardship tor the incumbant, Exprags frequency and duration of occurtenca of physical demands, arvironmental
<ondiions, démands an one's senses and monial demands)

Theinci.jmb&'ll’ammrkstaﬂon isbcatedinﬂla&hodﬂﬂicowhbh i5 @ busy place fufl of activity requi Rg the

ifi
attention of ! who & alert, Bexible and abie to muttitaak, The incumbent must be able (o Quickly and
effectiviily raapond to the questions and domands of studerts, stalt, and the general public,

{indicate tha aalire of physical efion leading to phwsicad falgue.)
Normal offica ‘em'ironment'lndmm strain and siting for long penods of time warking on computer apgroximately 5

day_;l g:f Waek § hourg per day. Incumbent may hava io i heavy boxes consiyting of school mall and schoal
supplieg,

ary. . - ‘
(dicate the astyre of demands on the Incumbent's aenses te make judgments, thy touch, smell, sight and
hearing and judge 8poad and accuracy), "o ouan i

ma
{Indicate condmiong that May lead 1y mental or emationg] fatigue,)

Monmwesshemedmwwnmuealmgummwmmam ight deadiines. Incumbent experience
stresa and frustration when dealing with irate glaff, shudents and pafanl:g “ find
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TTPRY-EI-EE0E 19511 FROMESEHTO DIVISIONAL EDU 8675873467

JAN-25-2806 16:06 FROM: SAHTU DIVISICNAL EDU 887SET3467 TO: 95572173 P.Tt

Caarkgirzate schoo! pictures / photagrapher.
gﬁn&:&l ae:jﬁmmnm and record maetir'ug Minutes.
ma nposit}vewoﬂmeworkin tonsh] i 7
iy g reda Ps with all staff and the geheral puttic.
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