Wilson Area School District
Notice of Anticipated Vacancy

High School Part-Time Secretary Position — Wilson Area High School is anticipating
an opening for a permanent, year-round part-time high school office secretary; 4 hours
per day. Strong secretarial skills required. Must be knowledgeable of common software
packages (Microsoft Office and Google Suites). Ability to multi-task in a fast-paced
office, meeting deadlines and prioritizing tasks. Good interpersonal and problem-solving
skills required.

Apply online at:
https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinwilsonpa/Rapplmnu03.w under the
‘Support Staff’ category. A letter of interest, resume, support staff application,
transcripts, (3) reference letters, copies of Act 151 Child Abuse and Act 34 PA Criminal
Background Clearances will need to be uploaded. A copy of Act 114 Fingerprint
Clearance, Act 24 (Arrest and Conviction Report and Certification) form, and Act 168
(Sexual Misconduct/Abuse Disclosure Release) will be requested at a later date. EOE

Posted: June 29, 2026
Expires: July 15, 2026 or until a suitable candidate is found



