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Position Job Description 
 

Job Title:   Innovation School Secretary  - General  
Date Prepared:   March 15, 2019 
Salary Scale:   Admin 
Contact Days/Year:  185 Contact Days/School Year (1 Jul – 30 Jun) 
Exempt/Non-Exempt: NON-EXEMPT 
Benefits Eligible:  Yes, if work scheduled for 30 or more hours per week 
Reports To:  Principal 
Supervisor:   Executive Assistant 
Direct Report(s):  None 

 
POSITION SUMMARY: 
The School Secretary is a vital member of the administrative support team. The School Secretary serves as the first point of 
contact at the school and holds primary responsibility for managing the phones, front entry, front desk, mail, and visitors and 
connecting stakeholders to the appropriate staff members to serve their needs. The School Secretary is responsible for 
assuring accuracy in recording student attendance and assures that the front entry of the school is welcoming.  
 
EDUCATION AND EXPERIENCE REQUIREMENTS: 

 High School Diploma (or equivalent) required; Associate’s Degree, 2 years of college education or equivalent 
preferred 

 Proficient in MS Excel, Word, Outlook, Google Suite, & able to learn other software applications relating the position 
such as Infinite Campus, School Messenger, etc., will receive training on district systems 

 Exemplary verbal and written communication skills 

 Able to relate well with children and adults 

 Demonstrated interest in and knowledge of children and concern for their proper care and education 

 Pass background checks and other screening as required by the school, district and/or state 

 
KNOWLEDGE, SKILLS & ABILITIES:  
 
The incumbent must: 

 Demonstrate efficiency, ability to multi-task, establish routines, prioritize the needs of the school, monitor safety of 
the school and all students 

 Be a strong, clear communicator, with the ability to speak and write with clarity, correct grammar, empathy, and in a 
pleasant and timely manner   

 Adapt well to change, show flexibility and resourcefulness, and welcome collaboration  

 Love working with children in preschool through 8th grade and show commitment to helping them build a solid 
educational foundation, develop strong social and emotional competency, and inspiring a life-long love of learning 

 Maintain consistent composure and the ability to remain calm and professional in the midst of chaos and regular 
interruptions 

 Address challenges with maturity, seeking support as appropriate, and accepting support as provided 

 Be organized with attention to details and aesthetics 

 Show evidence of successful effective workload prioritization in order to meet deadlines 

 Possess strong computer skills with ability to learn and work proficiently within varying software environments 
including but not limited to Microsoft Office suite, Infinite Campus and Jeffco Connect, and other district programs 
and systems as necessary to fulfill responsibilities 

 Maintain a professional attitude, calm demeanor, and loyalty to the school at all times 

 Demonstrate the utmost discretion in maintaining confidentiality and assure all confidential information is 
inaccessible to others and stored in accordance with school and district policies 
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ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. Following is a general 
summary of the essential duties and responsibilities for this position.  This list is comprehensive but not inclusive of all 
responsibilities that might occur on a day-to-day basis. 
 

1. Create a Safe & Welcoming Environment – Help students, staff, parents, and visitors feel welcome and support 
awareness of the inter-relatedness of all members of the school community. Take primary responsibility of an 
organized arrangement, appearance, décor, and aesthetics of the shared school environment, especially the front 
lobby and common areas of the administrative office. 
 

2. General Reception – Answer, screen, & direct phone calls, update outgoing messages as appropriate during school 
breaks and other exceptional times, providing information as requested, assist families with updating their 
information in the district student information systems and on required annual paperwork, and assisting with 
Enrollment & Communications when needed, assist preparation for tours, distribution & collection of enrollment 
paperwork, distribution & collection of registration paperwork,  
 

3. Student Attendance  – Complete daily attendance, checking in late arrivals and early dismissals, verifying unexcused 
absences, and providing weekly attendance reports to the Assistant Principal and other reports to members of the 
Executive Leadership Team as requested. Assist with the school’s truancy team. 

 
4. Safety, Security & Facility Management – Manage general safety and security of the building at all times. Assure 

legitimate business at the school prior to allowing visitors in the building, assure all visitors use proper protocol for 
sign in and out as well as display proper visitor identification at all times, and immediately report any potential 
safety issues to the Principal or other appropriate member of the Executive Leadership Team. Monitor the front 
door to restrict student exit to those with an adult or other valid reason to exit. Complete initial and ongoing training 
as required by the school, district, and Colorado Department of Human Services.   
 

5. Other – The Receptionist provides excellent customer service to families and staff in all matters relating to their 
work 

a. Take primary responsibility for organizing the arrangement, décor, and aesthetics of the main office area, 
common areas of the school, and the front entry area 

b. Manage incoming and outgoing mail and district internal pony service and assist with general copying, 
filing, and other administrative responsibilities  

c. Assist the Financial Secretary with maintenance of office machines and supplies 
d. Provide training to those who provide back-up coverage to the front desk, phone, and door while away 

from the desk or absent 
e. Foster an office environment that operates with efficiency, ease, and joy while maintaining a professional 

attitude, calm demeanor, and loyalty to the school at all times 
f. Serve within operational functions as needed in areas such as the carline, meeting preparation, maintaining 

common areas, possible service on the school emergency response team 
g. Attend all meetings as required by the Principal and/or district 
h. Seek out and participate in educational and professional development and motivate and encourage such for 

colleagues 
i. Recognize problems and impediments and report them promptly with options for solutions to the Principal 

or other appropriate member of the Executive Leadership Team; promote and assists with constructive 
resolutions. 

j. Assist administrators on prioritization of annual and on-going attendance, visitation protocols, and other 
needs as well as operational compliance considerations.  

k. Perform other duties and special projects as assigned.  
l. Commitment to the school’s mission, vision, values, and philosophy, including objectives identified within 

the school’s Strategic Plan. 
m. Compliance with all applicable local, state and federal laws, and general school and district policies as 

covered in the school’s Employee Handbook and Policy Manual. 
n. Accept other responsibilities as assigned by the Principal  

 
SUPERVISION/TECHNICAL RESPONSIBILITY: No direct reports. Acts as a resource for administrators, teachers, parents, and 
volunteers regarding matters relating to the smooth administrative functions of the school. 



Innovation School Secretary 2022 - 2023  page 3 of 3 

 
EQUIPMENT: Computer (desktop/laptop/tablet) and communications technology equipment including phone systems,  
software, e-mail, and voice mail. Office equipment including copy machine, fax, and security system. 
 
JUDGEMENT AND DECISION MAKING:  Frequently requires autonomy of decision making within the predefined parameters 
of applicable school, District, State, and Federal guidelines and policies. Daily work is primarily self-directed, under the 
guidance and management of Director of Operations, Principal, or other school staff. The school’s Nurse Consultant and 
appropriate district personnel may guide work and decision making under scope of student health plans and procedures. This 
position requires sound judgment, quick action, and effective leadership and cooperation to ensure the safety and health of 
students, and ability to determine severity and urgency of a child’s illness or injury and take appropriate and timely action. 
Decision making requires collaboration with students, staff, school administrators, Nurse Consultant(s), Jeffco School District 
employees and managers, parent/guardians. Errors in decision making could jeopardize health and safety of students, staff, 
and self. Manager is involved in major decisions. 
 
COMPLEXITY OF WORK: Always requires analytical skills, independent critical thinking, and considerable judgment.   
 
The physical demands, work environment factors, and mental functions described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. Hours may vary when specific needs arise, 
and some extended schedules may be necessary.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
PHYSICAL DEMANDS: While performing the duties of this job, the employee is regularly required to stand, walk, reach with 
hands and arms, talk and hear, and taste or smell. The employee frequently is required to use hands to finger, handle, or feel. 
The employee is frequently required to sit; and occasionally climb or balance; and stoop, kneel, crouch, or crawl. The 
employee must regularly lift and/or move up to 10 pounds and infrequently lift and/or move up to 100 pounds. Specific 
vision abilities required by this job include frequent use of close vision, distance vision, peripheral vision, depth perception, 
and ability to adjust focus.  
 
MENTAL FUNCTIONS: While performing the duties of this job, the employee regularly is required to compare, analyze, 
communicate, evaluate, use interpersonal skills, compile, and negotiate. The employee frequently is required to copy, 
instruct, compute, and synthesize. 
 
WORK ENVIRONMENT: While performing the duties of this job, the employee is occasionally exposed to outside weather 
conditions. The noise level in the work environment is usually moderate. 
 
OTHER WORKING CONDITIONS: Daily contact with staff, students, and parents across the school, including assistance with 
health concerns; with general public and community/school groups to establish and maintain positive relationships and 
provide necessary information; and regularly with district personnel and Nurse Consultant to obtain and share information. 
Regular and high level of exposure to disease due to work with ill or injured students. 
 
DIVERSITY OF DUTIES: Duties require cross-training from administrators in various front-office responsibilities such as 
attendance, truancy, and emergency management as well as from district staff and from Nurse Consultant in healthcare 
including appropriate medication administration (eg, nebulizers, glucose monitors, EPI pens, etc.) Ability to work with 
students with special health needs, student behavior management, computers/technology, and office equipment. 
  
EQUAL EMPLOYMENT OPPORTUNITY:  Free Horizon Montessori affirms that no person shall, on the basis of race, creed, 
color, age, national origin, religion, gender identity, disability, marital status, sexual orientation or veteran status be excluded 
from participation in, be denied the benefit of, or be subjected to discrimination under any educational program or activity, 
including, but not limited to, employment or enrollment.  Sexual orientation is a person's orientation toward heterosexuality, 
homosexuality, bisexuality, or transgender status or perception of the individual's sexual orientation. 

 


