Sumiton Christian School 

Job Description

Title:  

Office Staff
Qualifications:  

Computer Skills, Organizational Skills, Knowledge of INOW, STI, Hunter System helpful, but not required

Reports To:

Administrator or Administrator’s designee

Job Goal:

To manage the office in a professional and friendly manner
Performance Responsibilities:
1. Answer all incoming calls appropriately

2. Schedule appointments for the Administrator and Assistant Principal

3. Maintain correspondence

4. Prepare correspondence and other paperwork as requested

5. Send out information packets as requested

6. Carry out any other specific duties as assigned by the Administrator

7. Manage the office in a professional manner

8. Assist visitors appropriately

9. Assist with medication as appropriate

10. Process applications of incoming students

11. Assist staff with appointments as requested

12. File information necessary for the school and other material requested by the Administrator
13. Develop, copy and distribute flyers to the teachers to promote specific activities of the school

14. Maintain inventory and request office supplies as needed

15. Report needed repairs to the Administrator

16. Receipt all incoming monies and key to accounts
17. Maintain all parent account balances in system

18. Perform other duties which may be requested by the Administrator to aid in the educational experience of the students and/or support the staff 
Terms of Employment:

As directed by the SCS Board

Evaluation:

Performance of this job will be evaluated in accordance with provisions of the SCS Board policies on assessments and evaluations

