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Lower School Administrative Assistant
The Lower School Secretary reports to the Lower School Principal, works with all Lower School faculty as well as other support members of staff to assist with various projects.  
Responsibilities:

· Provides support to Lower School principal and teachers on a daily basis. 
· Keeps attendance records for lower school students on a daily basis.
· Orders and organizes supplies for teachers.
· Answers lower school office phone.
· Distributes mail and interoffice communications daily.
· Maintains permanent records files, filing report cards, progress reports, standardized tests, etc. 

· Mails communication from principal at various times throughout the year.  

· Maintains correct address, telephone, and email contacts for teachers’ access. 

· Provides support for principal with various projects throughout the year, eg. preplanning, managing calendar, scheduling meetings, etc. 
· Receives field trip information from teachers and organizes and reserves bus transportation for these trips throughout the school year.  

· Maintain and report faculty payroll records on a monthly basis, communicating teacher’s absences, substitute information to the Controller.

· Provides Support for Lower School Parents and Students
· Provides communication to students from parents via telephone messages.
· Daily communication with parents through telephone and email messages.
· Greets visitors, providing sign in location for outside visitors and parents.
· Provides support for Wesleyan Parents Club, Arts Alliance and Wolf Trackers for various events and projects. 
· Maintains carpool assignments. Sends out registration forms; assigns and cuts numbers and prepares carpool envelopes to give out on first day of school.

· Updates reader board at driveway each week

· Gathers articles and pictures quarterly for the Wesleyan Magazine

· Provides Support for Various Miscellaneous Projects on As Needed Basis
· Maintains reservations for various rooms in Warren Hall
· Communicates with facilities regarding various events, room reservations, maintenance needs.
· Communicates on as needed basis with registrar to provide transcripts, records for students who are applying out to other schools.  

· Post  announcements to the website as well as other information on an as needed basis. 

Qualifications:

· Has strong interpersonal skills

· Has strong grammar/writing skills

· Is organized

· Proficient in Microsoft Word, Excel, Outlook
· Has ability to learn new software applications needed for accessing and maintaining student records.
