WELLESLEY



Work Year: A full time equivalent is a 12- month position — 1820 hours annually

Salary/Benefits: According to the WEA Unit D contract

Performance Responsibilities:
Serves in a secretarial capacity performing duties including:

Reads incoming mail, assembles and attaches appropriate data from file and routes mail
that does not require supervisor's attention.
Keeps an active calendar of appointments for:

o Director of Preschool

o school events

o room use in building
Composes replies for Director's review and signature and independently routes replies.
Answers phones, takes messages and screens/directs calls to the appropriate staff.
Monitor door security through the school security system.
Tracks student attendance. Verifies student absences daily in Powerschool. Follows up
with parents as needed.
Organizes, proof reads and copies weekly bulletins, PTO notices to parents, school
council notices and minutes, miscellaneous material and distributes and mails as required.
Collates, assembles, sorts written material for distribution.
Operates and maintains the laminator and copy machine.

Performs a variety of administrative tasks:

Serves as liaison between Director’s office and Office of Superintendent and other
schools and departments.

Maintains active records and files such as enrollment, registration, electronic records and
residency.






