
Job Description: Sun Valley Academy  

Elementary Office Manager 

 
 
  

Purpose Statement 
The purpose of this position is to manage the operation and administrative components of Sun Valley 
Academy’s front office. 
 

Responsibilities include greeting parents and students, serving as secretary to the principal, and 

performing various support services for students, parents, staff and the public.  The position 

requires promotion of positive public relations for the school and district. 

 

Essential Job Functions: 
This list of essential functions is not exhaustive and may be supplemented as necessary. 

 Manages the operation of Sun Valley Academy.  Serves as building receptionist; answers and 

responds to telephone and in-person inquiries from students, staff, parents and the public.  

Answers the telephone and screens calls for the principal, staff, students, and others working 

in the building. Receives and distributes mail. 

 Acts as secretary to the principal; maintains appointment calendar; schedules meetings.  

Compiles data for enrollment and other reports and lists; formats and types correspondence, 

forms, memoranda and reports from handwritten drafts or dictation; duplicates materials.  

Types and distributes staff bulletin and school newsletter; may record and transcribe meeting 

minutes. 

 Coordinates work of clerical personnel assigned to office; assigns and reviews work; monitors 

and adjusts work load to maintain even distribution. 

 Coordinates activities of parent volunteers; provides training; assigns and reviews tasks.  

Maintains current listings of volunteers. 

 Registers incoming students and processes enrollment materials; completes data input on 

computer; coordinates services and information with sending/receiving schools and district 

offices; completes procedures for students withdrawing from the school. 

 Maintains student attendance records; alerts principal to student attendance problems; may 

contact parents to verify absence of students. 

 Maintains records and files for staff and student information; maintains staff absence records.  

May assist with assignment and release of substitute personnel in coordination with the 

district’s substitute office. 

 Maintains accounting ledgers for general building budget and ASB budget; collects monies for 

various student activities; prepares and maintains bank deposits; writes checks.  Submits daily 

lunch count; may generate and print weekly lunch roster. 

 Schedules building use; monitors building keys; maintains safe.  Troubleshoots problems with 

office equipment and calls for service as necessary.  Writes work orders for custodial 

personnel. Communicates with the transportation department concerning transportation 

arrangements. 

 Requisitions, receives, accounts for and distributes school supplies, textbooks and materials.  

Takes periodic inventory. 

 Coordinates a variety of programs as requested, such as voter registration, federal survey, 

school pictures, school insurance and other activities; coordinates with Parent Teacher 

Association on a variety of activities. 

 Supervises students who come in to the office; monitors and corrects student behavior.  

Provides clerical assistance to teachers and itinerant staff, as time allows or as authorized 

by principal. 

 Makes non-instructional decisions as needed during principal’s absence.  Promotes effective 

public relations with parents and the general public.  

 Performs similar, related duties as assigned, related to the management of the school office. 



Job Description: Sun Valley Academy  

Elementary Office Manager 
 
Other Job Functions: 

 Administers first aid and medication to students for the purpose of meeting their immediate 

health care needs. 

 Assists other personnel as may be required for the purpose of supporting them in the completion 

of their work activities. 

 

Minimum Qualifications: 
High school graduation or equivalent and three years of office experience with increasing 
responsibility, including records maintenance, bookkeeping and experience in working with children 
and the public. Previous elementary office manager/secretary experience preferred.   

 

Required Knowledge, Skills and Abilities: 
 Knowledge of correct grammar, spelling and English usage. 

 Knowledge of SVA procedures.  

 Knowledge of school’s goals and 

visions.  

 Knowledge of bookkeeping procedures.  

 Knowledge of general secretarial 

procedures. 
 Proficient in daily use of the following software programs: Word processing software, 

PowerSchool 
 Effective oral and written communication skills. 

 Skill in operating general office machines. 
 Ability to accurately perform arithmetic calculations. 
 Ability to attend to detail and follow tasks through to completion. 
 Ability to establish and maintain positive, effective working relationships with students, 

parents, staff, and the general public. 
 Ability to interact with school-aged children in a warm, confident 

manner.  
 Ability to maintain accounting ledgers. 
 Ability to operate a computer and use specific software 

applications.  
 Ability to screen and treat minor student illnesses or injuries. 
 Ability to set up and maintain an accurate filing system. 
 Ability to work effectively under pressure and be 

flexible.  
 Ability to maintain confidentiality. 
 Ability to organize and set priorities. 

 

Working Conditions 
Office job; working under limited supervision using standardized practices and/or methods; leading, 
guiding and/or coordinating others; requires visual and mental concentration on high volume of 
detail; 
requires prolonged exposure to visual display terminal; computer operation requires dexterity and 
precision; required to sit for long periods of time; experiences frequent interruptions and inflexible 
deadlines; regularly required to deal with distraught, frustrated and angry people, as well as be 
available at all times to administrators. 

 

Licenses/Special Requirements: 

Fingerprint clearance.  Valid health/first aid card preferred. 

 

Reporting Relationship: 
Reports to the building principal. 


