
April 2022 
 

St. Therese Catholic School Secretary Job Description 

      Reports to:    Immediate Supervisor—School Principal 

              Work Hours:    7:30 a.m. – 4:00 p.m. (Half Hour Lunch) 

                                   Salary:    $14 - $16 an hour 

Primary Responsibilities 

 

1.  Maintain a professional atmosphere in the front office, answer the phone, monitor the 

main entrance to the school, sign in visitors, and sign out students leaving early for the 

day.  

a. The Main Office should never be left unattended unless there is an emergency.  

b. Sort and distribute all outgoing and incoming mail 

c. Distribute faculty correspondence and maintain Faculty Mailboxes 

2. Must be proficient in TADs (that can happen after hiring process) 

3. Organize and maintain student attendance, enrollment, and registration records in TADs. 

a. Maintain records of staff absences, maintain Substitute file, and assist teachers in 

attaining a substitute if they have to be absent.  

b. Provide routine orientation and schedules for Substitute Teachers 

4. Maintain files:  File daily, all information pertinent to student enrollment and all other 

data effecting school operation 

5. Understand State and Federal laws and regulations regarding student and employee 

records, including confidentiality requirements. 

6. Maintain inventory and upkeep of office machinery including copier, phones, and other 

equipment necessary for school operation including minor repairs of said machinery. 

7. Assist the Principal in the performance of his/her duties including preparation of office 

correspondence, notices, bulletins, and monthly newsletters. 

a. Accept messages from parents to Principal and other staff members and 

disseminate messages to proper staff member. Obtain Principal approval for any 

outgoing communications to parents, vendors, or other stakeholders. 

b. Obtain verification of insurance coverage and background information for 

volunteers. 

8. Understand all contractual agreements with employees insofar as the contract affects 

work assignment. 

9. Foster an attitude of cooperation and good public relations with all stakeholders and keep 

Principal informed of all matters that affect operations of the school. 

10. Understand all policies from school Handbooks regarding operations of the school 

11. All other duties as assigned by Principal regarding the successful operation of the school 
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Secondary Responsibilities: 

 

1.  Maintain financial records including Profit and Loss Statements, bank deposits, writing 

payroll checks, payment of bills incurred on behalf of school operation. Make reports to 

Principal as needed. 

2. Reconcile bank statements, make deposits as needed 

3. Account for and maintain written and computer records of building budgets and funds 

received by the school 

4. Receive and maintain Tuition accounts, registration fees, book fees and issue receipts. 

5. Perform other tasks required to maintain a current and accurate budgetary statement. 

 

The above job description is intended to describe the general nature of the work being performed 

and is not to be considered an exhaustive list of responsibilities, skills, and duties. Situations 

regarding the successful operation of the school may and will arise. Employee must be flexible 

and have ability to manage those situations as they arise. 

 

Interested applicants can send a resume to: 

St. Therese Catholic School 
320 Goodnight Ave 
Pueblo, CO  81004 

Attention: Dennis Vigil - Principal 
 

You can also email your resume to: dennis.vigil@sttheresepueblo.org 
 

mailto:dennis.vigil@sttheresepueblo.org

