
Oroville Christian School 
Role Description 

Job Title: School Secretary 
 
 

 
Organizational Supervisor:  Debra Ward FLSA Status: Non-Exempt 
Alignment: Administrator/Principal Job Status: Full-Time 

Employee: 
 
 

Goal and Purpose of Oroville Christian School 
We believe that it is the parent’s responsibility to train up a child in the way he/she 
should go. Our goal is to assist parents in preparing their children for life by leading 
them to Christ, equipping them with strong academic skills, developing a sound 
biblical worldview, and nurturing godly character. 

 
Our goal is to provide students with a high-quality elementary Christian education 
and to teach our students principles from God’s word that they will apply to every 
aspect of their lives. 

 

Job Duties 
Essential duties and responsibilities, i.e. those that are basic, necessary, and an integral part of 
the job, are indicated below. 

 

 

Spiritual  
● Maintain a daily personal devotional life so as to be spiritually prepared 

for the demands of each day. 
 
● Demonstrate, by example, love and obedience to Christ and His word. 

Motivate students to accept God’s gift of salvation and help them grow in 
their faith. 

 

● Attend an evangelical church and serve in a church ministry as the Lord 
leads. 

Essential Functions 
● Supports Administrator/Principal for the purpose of assisting with his/her 

administration functions. 
 

● Administers first aid and prescription medication to students for the 
purpose of providing emergency or necessary care in accordance with state 
and federal law
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● Assists bookkeeper in the collection fees and/or funds from student events 

(e.g. field trips, uniforms, ticket sales, yearbook, fundraisers, student fee 
money, etc.) for the purpose of ensuring the accuracy and timely 
completion of transactions. 

 
● Greets all incoming visitors for the purpose of ensuring that guests sign 

in/out as required. 
 

● Maintains a variety of confidential and non-confidential computerized 
and 

manual records, files, and department databases (e.g. information packets, 
rosters, calendar, outstanding supply orders, etc.) for the purpose of 
documenting activities, and/or providing reliable information. 

 
● Maintains inventory of supplies and materials (e.g. forms, office supplies, 

etc.) for the purpose of ensuring items’ availability. 
 

● Maintains office equipment, tools and work area (e.g. cleaning (weekly), 
load 

supplies, clear paper jams etc.) for the purpose of ensuring a safe working 
environment and the availability of items within a specific time  frame. 

 
● Accurately creates and maintains records and general clerical functions 
(e.g. 

scheduling, copying, faxing, mailings, etc.) for the purpose of providing 
information and/or materials needed. 

 
● Prepares a wide variety of reports and written materials (e.g. confidential 
and non-confidential correspondence, agendas, minutes, newsletters, 
Parent Handbook, bulletins, programs, master calendar, etc.) for the 
purpose of documenting activities, and/or providing a written reference. 

 
● Processes confidential and non-confidential documentation and  materials, 

e.g. mail, supplies, registrations, collections, work orders, forms, field trip 
forms, receipts, student database updates, and requisitions for the purpose 
of updating and transmitting information. 

 
● Responds to inquiries from a wide variety of internal and external parties 

(e.g. staff, parents, students, public agencies, etc.) for the purpose of 
providing information and facilitating communication and/or providing 
direction as may be required, to appropriate parties for  action.
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● Schedules various activities (e.g. meetings, testing arrangements, 

assemblies, special programs, referral appointments, etc.) for the purpose 
of assisting and meeting staff needs and efficiently utilizing personnel, 
equipment and facilities. 

 
● Understands important details of student applications and tuition fees, as 

well as the application process for teachers and staff. 
 

● Sends out information packets and student transcripts as requested. 
 

● Maintains accurate records of students’ health and immunization 
information, legal updates and reports necessary data to state and local 
health agencies and school Administrator. 

 
● Processes applications and records of incoming students. Prepares and 

processes letter to notify parents of testing dates, interview appointments 
and decisions regarding acceptance. 

 
● Board Policy Updates 

 
● Network Solutions email administration 

 

 
Professional 

 
 
 
 
 
 
 
Safety 

● Wix website 
 
● As the center hub for all school communication, confidentiality and 

discretion is essential. The School Secretary must not participate in gossip 
or discuss any information with non-essential persons. 

 
●Arrives punctually and attends as required of the Administrator all duties, 

programs, and meetings that are scheduled by administration. 

● Performs other duties which may be assigned by the administrator. 
 
● Actively supports and maintains safety standards, training, and ongoing 

safety program, resulting in a safe and healthy work and school 
environment. 

 
● Responsible for understanding the school’s fire, earthquake, and lockdown 
procedures and directing children whenever needed. Responsible for taking 
on an assigned role in the disaster plan if implemented. 
● Responsible for filling out an “Ouch or Accident” report whenever 
administering first aid to a child 
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● Complies with requirements to report reasonable suspicion of physical 
Abuse. 

 
 
Relationships, Qualifications and Requirements, and Competencies 

 
Key ● Report to: K-8  Principal/Administrator 
Relationships ● Ministry Partners: Oroville Evangelical Free Church Volunteers and 

Members, General Community, Servant Leaders and 
Staff Members 

Role 
Qualification 
and Requirements 

 
SKILLS: Required to perform multiple, technical tasks with a potential need to upgrade 
skills in order to meet changing job conditions. Specific skills required to satisfactorily 
perform the functions of the job include: operating standard office equipment, including 
utilizing pertinent software applications; planning and managing projects; and preparing 
and maintaining accurate records. Minimum typing speed 40 wpm. 

 
KNOWLEDGE: Required to perform basic mathematical calculations; read technical 
information, compose a variety of documents in all microsoft office programs, especially 
Word, Google Suite, Excel, Publisher, Outlook, and Access. Analyze situations to define 
issues and draw conclusions. Specific knowledge required to satisfactorily perform the 
functions of the job includes: business telephone etiquette; basic accounting/bookkeeping 
principles; and concepts of grammar and punctuation. 

 
ABILITY: Required to schedule a number of activities, meetings, and/or events; routinely 
gather, collate, and/or classify data; and use job-related equipment. Flexibility is required 
to independently work with others in a wide variety of circumstances; analyze data 
utilizing defined but different processes; and operate equipment using a variety of 
standardized methods. Ability is also required to work with a significant diversity of 
individuals and/or groups; work with data of varied types and/or purposes; and utilize 
job-related equipment. In working with others, problem solving is required to identify 
issues and create action plans. Problem solving with data requires independent 
interpretation of guidelines. Specific abilities required to satisfactorily perform the 
functions of the job include: communicating with diverse groups; maintaining 
confidentiality; multitasking; meeting deadlines and schedules; working with frequent 
interruptions; setting priorities; working as part of a team; making independent decisions; 
and administering immediate first aid. 

 
RESPONSIBILITIES include: working under limited supervision using standardized 
practices and/or methods; and maintaining a positive school image at all times.
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Physical Demands The physical demands and work environment characteristics are 
and Work representative of those that must be met by an  employee to 
Environment successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

 
PHYSICAL: The employee is regularly required to talk or hear. The employee is   
frequently required to stand, walk, sit, use hands, and fingers to handle or feel, and reach 
with hands and arms. The employee is occasionally required to climb, stoop, kneel, crouch, 
or crawl. The employee will (on occasion) lift and/or move, up to 30 pounds. Specific 
vision abilities required by this job include close vision, distance vision, peripheral vision 
and the ability to adjust focus. While performing the duties of this job, the employees 
occasionally exposed to outside weather conditions. The employee is regularly in a typical 
school/classroom environment with adequate light and moderate noise levels. 

 
SITE: Secretaries must be able to accompany students in the hallways or in other places in 
the building as they move from one location to another location in the event of an 
emergency. 

 
OFFICE: Must have sufficient vision and hearing to allow for active supervision and 
interaction with students, teachers and parents. May be required (as needed) to assist in 
moving children’s desks, work tables, chairs, or reconfigure a room. 

 
SUPERVISION: Students cannot be left unattended at any time and/or left alone without 
the presence of a teacher, aide, staff, or OCS approved/fingerprinted adult(s). 

 
ATTENDANCE: The secretary is required to work from the hours of 7:30 AM until 4:00 
PM unless prior administrative permission is granted. Consistent absences or tardies will 
be reflected in the annual review. 

 
Competencies: General: -Spiritual Maturity 
 -Effective  Communication 

- Influence/Contribution 

-Relationship Building/People 

-Stewardship 

-Pastoral 

-Scope (initiative, expertise in ministry, etc.) 



 
 
 
 
 

Employer The statements and job description is intended to describe that nature and 
Disclosure level of work being  performed within this job. They are not intended to be an 
Statement: duties, and tasks. Other similar or additional duties are to be performed as 

assigned. Nor is this job description intended, in any way, to be an 
employment contract. Your employment continues to be at-will. You, or 
Oroville Christian School may terminate employment at any 
time for any reason. 

 
 
 
 
Employee I hereby acknowledge receipt of this role description and further acknowledge 
Acknowledgement   that I have read and understand. 
and Acceptance: 

 
 
 
 
 
Employee Signature:   Date:    

 
 

Print Name:    
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