
Office Manager

(Job Description)
Daily

Email
Receptionist as needed
Photocopy for teachers (as needed)
Announcements
Attendance
Test Information
Health Care

Monthly/Quarterly

Update all Directories
Progress Reports
Grade Sheets/Report Cards
Honor Roll/Probation List

Bi-Annually/ Semester
Print HS transcripts and file
Update Telephone Tree
Update Exam Week Schedule
Update Staff Phone List
Annually
Calendar
Registration
Policy/Staff/Student Handbooks
Directories/Schedules/Lists
Student Records/Transcripts
Yearend School Minder
Alumni Lists

Office Assistant

(Job Description)
Daily

Receptionist
Collect Attendance Sheets
Distribute notices (as needed)
Pass out daily announcements
Photocopy for teachers (as needed)
File for Office Manager
Order Lunch for Staff

Weekly

Back up School Minder
Back up Office Manager
Record attendance in Hunter

Monthly

Update all Forms
(video, phone logs, etc.)

Bi-Annually

Telephone Tree
Departure and Arrival Schedules

Annually

Purchase Orders (Nov.)
Awards Certificates (May)

