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P O S I T I O N    D E S C R I PT I O N


Position:				STUDENT SERVICES SECRETARY


Immediate Supervisor:		PRINCIPAL 


Core Function:

The Student Services Secretary performs word processing, filing, mail distribution, photocopying, reception, and other related secretarial duties to support the work of school counsellor(s).


Duties and Responsibilities:

1. Greets visitors, arranges appointments, answers the telephone, provides information, redirects inquiries/issues to the appropriate counsellor.

2. Communicates with students, parents, teachers and local/provincial educational authorities.

3. Maintains confidential information such as student marks, cumulative and permanent records.

4. Word processing, filing and utilizing applicable student information systems.

5. Preparation of post-secondary documents, scholarship applications, honor roll tabulations and letters.

6. Registration and course selection data.

7. Maintenance of the Student Services Office reference library.

8. Assists counsellor(s) to perform a variety of related duties as may be required in the course of normal operations.

9. Performs such other tasks as may be required to meet organizational deadlines and objectives.


Qualifications:

1. Grade 12 or equivalent;

2. One year of post secondary training in business education.

3. Proficient in Microsoft Office and applicable student information systems including scheduling, mark entry, timetabling, etc.

4. Strong interpersonal, organizational and communication skills with the ability to maintain confidentiality about school and student issues and information.

5. Displays flexibility and a high tolerance for ambiguity.  Ability to work independently in an office setting separate from the main office of the school.

6. Preference may be given to candidates with previous experience in Student Services including knowledge of student credit requirements and prerequisites for graduation as well as an understanding of the Ministry of Education policies and requirements related to credits, graduation requirements and transcripts.
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