WASHINGTON SCHOOL DISTRICT

311 Allison Avenue, Washington PA 15301
724-223-5112

POSTING
6/10/2026

Job Title: Full-Time Secretary (12-months)

Term of Employment: 260 days (7:15 am-3:15 pm)

Location: Washington Park Elementary School - Intermediate Office

Requirements: High school diploma or its equivalent, all required clearances, proficiency on testing
given at Personnel Staffers

Hourly Rate: Contractual

Available: July 1, 2026

Deadline: Internally: 6/23/2026 Externally: Until Position is Filled

Apply To: Lisa Coffield Administration Assistant for the Superintendent, at lcoffield@prexie.us

PERFORMANCE RESPONSIBILITIES
The following are examples of duties to be performed. The listis not comprehensive and the individual is
not limited to the outlined responsibilities. Additional duties may be assigned at the discretion of the

building principals.

e Follow district guidelines to ensure the safety of all students, visitors, and school personnel.

e Maintain an organized safe work area.

e Practice all basic educational ethics related to school activities, communications, privacy, and
confidentiality.

e Recognizes confidentiality as a priority.

e Maintains current and accurate student records data.

e Operates computer hardware efficiently.

e Works as a harmonious, tactful, and resourceful team member in providing the highest quality
service to students, parents and staff.

e Receive and screen callers, provide information and refer callers to appropriate destination.

e Use Microsoft Office, Excel, ProSoft, and Skyward software efficiently.

e Maintain a professional atmosphere in the office by monitoring and supervising students, as
needed.


mailto:lcoffield@prexie.us

Welcomes guests and visitors professionally and hospitably and directs them to their building or
district designation.

Maintains a personal professional appearance.

Recognizes early stages of hostile situations and defuses them and/or seeks additional help from
supervisors.

Able to remain calm and multitask during high pressure situations

Take phone messages and relays them promptly and in writing to the appropriate person.

Writes notification letters to parents regarding safety, attendance, discipline, busing, lunch
program status or other issues relevant to school management.

Monitors the security system at the entrance to the building.

Demonstrates consistently high quality written and oral communication.

Demonstrates consistently high quality analytical, problem-solving and organizational skills
Communicates regularly with the principal and other appropriate professional staff.

Operates stand office equipment, e.g., computers, printers, copiers, and fax machines.

Enter daily discipline and attendance.

Update and provide accurate discipline information for the safe schools report.

Assists the principal in following the prescribed district and building operational, fiscal and safety
guidelines.

Assists secretary with reception duties including but not limited to greeting visitors, answering
telephone lines at front desk, transferring calls, filing documents, and class coverage as needed.
Obtain daily announcements from staff and principal and relay via email and intercom system to
student body.

Files documents correctly, promptly, and efficiently.

Prepares label and mailings for all bulk mail.

Assist the Administrator(s) with basic data input, collection and/or analysis in periodic reports.
Assists the principal in locating appropriate information regarding legislative or other regulatory
compliance data, or other educational research activities using both print and internet searches.
Responds to procedural change, by efficiently learning new procedures or requirements.
Electronically enter student data.

Coordinate transportation with vans/bus companies and/or messages, issues, etc, that may
transpire.

Assist Administrator(s) with honor roll letters, pins, and assorted certificates.

Assist with parent communications, ie, mailings, electronic and/or voice.

Maintain AESOP for all staff and substitutes and run daily staff attendance reports.

Assist Principal(s) by coordinating class coverages for daily building operation.

Assist with any other duties as assigned.

Activities Accounts — Accept deposits, provide receipts, record transactions and write checks in
ProSoft, and disseminate account statements monthly to central office, building administrators,
and sponsors.

Notify club/activity sponsors of deficiencies, collect money, and provide receipts.

Take deposits to the bank on a regularly scheduled basis as determined by the principal(s).



e Process the Direct Certification List and load information into Skyward.
e Process and organize requisitions and supplies.

e Assist Principal(s) by entering student and staff schedules in Skyward.
e All other duties as assighed by the administration.

EQUAL OPPORTUNITY STATEMENT

The Washington School District is an Equal Opportunity Employer and does not discriminate on the basis
of race, color, religion, sex, national origin, age, disability, or any other legally protected status.



