


Qualifications: 
 
1. Education Level:  High School Diploma or equivalent 

 
2. Certification or Licensure: Not applicable 
 
3. Experience Desired:  Previous secretarial experience required.  Training in a school environment is  

    desirable 
4. Other Requirements: * Excellent oral and written communication skills including spelling, grammar, and 

punctuation usage. 
     * Strong math skills to assist with accounting, budget and ordering processes,  

   and utilization of spreadsheets. 
  *  Excellent computer skills including experience working with MS Office   

  tools, E-mail, electroni


