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	Job Title
	School Office Manager

	Status
	Full-Time, 12 Month, Classified

	Reports To
	Principal

	Reporting Positions
	Not Applicable


Summary of Position:
DESCRIPTION NEEDED

ESSENTIAL DUTIES:
· Answer telephone and addresses caller questions and concerns.
· Transfers calls to proper individual and/or department as needed.
· Mails student report cards, school brochures, and nutrition information, other necessary forms of district wide mailing.
· Manage incoming and outgoing mail.
· Welcomes visitors to the school and provides directions around the building as needed.
· Post school wide communications to Dojo.
· Write letters of correspondence.
· Type up and contribute to school bulletin or newsletter.
· Provides students with tardy slips.
· Maintain records of student absences.
· Manages and updates school calendar.
· Provides administrative support to principal or other upper level administrator as needed.
· Takes dictation and transcribes documents.
· Other duties as assigned.
Required Knowledge, Skills and Abilities:
· Demonstrates strong interpersonal skills.
· Professional demeanor.
· Maintains professional and friendly demeanor.
· Possesses excellent organizational skills.
· Capable of managing time efficiently.
· Demonstrate ability to multi-task effectively.
· Works well with a variety of students, administrators and parents.
· Possesses basic computer skills and knowledge of Microsoft Office.
· Demonstrates strong writing and editing abilities.
· Possesses excellent telephone etiquette.
· Communicates clearly and effectively.
· Demonstrates familiarity with basic office equipment such as multi-line phones, fax machines, and scanners.

Education:

· Bachelor’s Degree is recommended.
· Previous work experience in an office setting is required.
· Minimum of three (3) years’ experience in an office setting.

Benefits
· 100% employer paid health, dental and vision insurance
· Employer contribution into TRSGA retirement program for employee
· Competitive salary range
· Paid vacation/sick leave 
Submit Resumes:  hr@dekalbprepacademy.org 
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