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JOB DESCRIPTION

TITLE GUIDANCE SECRETARY
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ High school diploma or general education degree (GED) and one to

Experience two years related experience and/or training; or equivalent
combination of education and experience. Basic computer skills
required. Bilingual desirable.

Language Skills Ability to read and interpret documents such as safety rules, operating
and maintenance instructions, and procedure manuals. Ability to
write routine reports and correspondence. Ability to communicate
effectively with parents or employees of organization.

Mathematical Skills Ability to add, subtract, multiply, and divide in all units of measure,
using whole numbers, common fractions, and decimals. Ability to
compute rate, ratio, and percent and to draw and interpret bar graphs.

Certificate/License N/A

Reasoning Ability Ability to apply common sense understanding to carry out
instructions furnished in written, oral, or diagram form. Ability to
deal with problems involving several concrete variables in
standardized situations.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly
required to sit. The employee is required to walk; reach with hands
and arms; and talk and hear. The employee must occasionally lift
and/or move up to 25 pounds. Specific vision ability required by this
job includes close vision, distance vision, and ability to adjust focus.



Work Environment The work environment characteristics described here are

representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential
functions. The noise level in the work environment is moderate.

REPORTS TO Principal

GENERAL RESPONSIBILITIES

1. Provides secretarial and clerical services to the Guidance Department.

2. Registers and withdraws students.

3. Maintains student records in a timely and efficient manner.

SPECIFIC RESPONSIBILITIES

1.

8.

9.

Serves as receptionist by screening calls, taking messages, scheduling appointments
and assisting students and parents.

Types routine correspondence, lists, reports, etc. for the Guidance Department/school.
Assists in the registration of all incoming students by checking for required
documentation, requesting records from other schools and maintaining records in
cumulative folders.

Assists in the withdrawal of students by preparing required withdrawal forms, making
copies of necessary documentation from the cumulative folder required for
registration in another school, and updating the cumulative folder with pertinent
information before filing in the withdrawal files.

Updates student TERMS information regarding registration and withdrawal of
students including student demographic information.

Maintains student cumulative files by filing students’ report cards, test scores, shot
records, etc.

Updates students’ shot records and informs parents of needed immunizations.
Inputs data into the computer for special programs.

Assists counselor with the preparation of student class schedules.

10. Processes FTE student count by compiling data and reviewing and correcting reports

11. Maintains all general files for the department.

12. Assists with the preparation of academic and graduation programs.



13. Sends transcripts for current and former students as needed.

14. Maintains the security of students’ records by ensuring they are locked and secured at
the end of the work day.

15. Performs such other duties as assigned
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