POSITION: Shoals Middle School and High School Administrative Assistant

REPORTS TO: Shoals Middle School and High School Principal
SUPERVISES:

LENGTH OF SERVICE: 207 days; 8 hours per day

COMPENSATION: Hourly rates and fringe benefits as established by the Board of

School Trustees
POSITION REQUIREMENTS:
1. High School Diploma or its equivalent.
2. Good typing, organizational skills, and general secretarial skills.

3. Proficient in the use of computer hardware and software (especially word processing and
spreadsheets).

4. Ability to communicate effectively with students, parents, patrons, and teachers.
5. Pleasant, outgoing personality. Good phone etiquette.

6. Ability to establish and maintain effective working relationships with supervisors and
other staff.

7. Represents the Shoals Community School Corporation in a favorable manner to the
public.

8. Ability to maintain confidentiality concerning student information.
9. Ability to work with interruptions and deadlines.
PERFORMANCE RESPONSIBILITIES:

1. Assists in answering the phone for the Middle School and High School Offices.
2. Assist faculty members, patrons, parents, and students with routine questions.

3. Assist visitors and issue badges in the office.



8.

9.

Assist in changing all locker combinations before school starts and troubleshoot lockers
that will not open.

Assists in typing, copying, faxing, and distributing correspondence generated by the
counselor and administrative staff.

Assist with the fire drill procedures.

Monitor and maintain the Visitors/Nurse/Student Sign-In/Out sheet.

Maintains student academic and attendance records.

Notify necessary staff of any student health issues/concerns.

10. Print and maintain an emergency contact binder

11. Attendance Responsibilities:

a.

b.

Monitor students who sign in and sign out during the school day.
Give out pre-arranged absence forms to students who request them.
Assists office software in making automated calls for absent students.

Maintains attendance records for the Shoals Middle School and High School and
maintains attendance data and information.

Print daily and monthly absence reports and assist in reporting.

Work with the principal to share academic and attendance paperwork with parents
as requested

Tracks period and daily attendance and assigns appropriate discipline-related
attendance consequences under the guidance of the principal.

Collect parent homework requests (emailing teachers, printing out the HW
agenda, and collecting the student textbooks).

12. Assists Social Worker/ Counselor:

With enrollment and orientation of new students, including assigning them a
locker combination.

Move all permanent files up a grade level each summer.
Handle all student enrollments and withdrawals.

Assists with state testing preparation.



k.

L.

Preparing the honor roll list at grading periods and semesters.

Preparing for Honors Night and awards programs.

Provides transcript information and mailing as requested.

Assist in the ordering of diplomas.

Give out College Forms for students attending a College Day on Campus.

Print and deliver student report cards and midterms. Mail or email additional
report cards and change the grade book to the next grading period.

Maintain Special Education Documentation.

Input student data into Skyward.

m. Assist in state reporting

13. Performs other such tasks as might be assigned by the Principal.

Please apply for the position online at https://www.shoals.k12.in.us/employment



