LUMBERTON TOWNSHIP SCHOOL DISTRICT

33 Municipal Drive
Lumberton, New Jersey 08048
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NOTICE OF ANTICIPATED JOB OPENING

POSITION: SECRETARY TO THE DIRECTOR OF SPECIAL EDUCATION/CST
TERM: Position available on/about August 10, 2026

HOURS: 8:00 AM-4:00 PM

LOCATION: Board of Education Office

SALARY: $40,000-$50,000 range

BENEFITS: Medical, Prescription, Dental, Vision, Pension Eligible

REPORTS TO: Director of Special Education

QUALIFICATIONS/EXPECTATIONS:

College education preferred; high school diploma or equivalent, required;

Minimum of three years experience in general or school office work, required;

Secretarial or related experience in CST, preferred;

Knowledge of modern office practices, procedures, and the operation of standard office equipment;
Excellent computer/technology skills, including knowledge of IEP software, Microsoft Office,

Al

Google applications, Genesis or other student information systems, etc.;
Ability to understand, follow oral and written instructions, and adhere to prescribed procedures;
7. Excellent communication, organization, and interpersonal skills, required,
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JOB DESCRIPTION: Click here

SUBMIT RESUME AND LETTER OF INTEREST TO:
Mrs. Helen Matheis, Human Resources Secretary at
resumes@lumberton.k12.nj.us

POSITION WILL REMAIN OPEN THROUGH CLOSE OF BUSINESS ON JULY 17, 2026
OR UNTIL POSITION IS FILLED

Every person holding an office, employment, or position in a school district shall have his or her principal residence in New
Jersey in accordance with the provisions of N.J.S.A. 52:14-7. Criminal history background check and proof of U.S.
citizenship or legal resident alien status required for all positions.

The Lumberton Township Board of Education is an Equal Opportunity Employer, has an Affirmative Action Program and will
not discriminate against any person because of race, color, religion, national origin, ancestry, age, political affiliation, sex,
and armed forces liability, and physical handicap, social or economic status.

www. lumberton.k12.nj.us
Posted June 30, 2026



https://docs.google.com/document/d/1OCJ6snhOfNUSbqgdMLAGObN0uJCjwG4xTAQ_k6AlJWw/edit?usp=sharing
http://lumberton.k12.nj.us

