
OFFICE MANAGER 
 

GENERAL RESPONSIBLITES 
The School Office Manager performs as manager/receptionist for a school and completes a wide variety 
of clerical work.  This manager assists the principal by relieving him/her of clerical details, receives and 
transcribes oral, machine, or written dictation and related work as required. 
 
REPORTS TO 
Building Principal 
 
ESSENTIAL FUNCTIONS / DISTINGUISHING CHARACTERISTICS 
Application of independent judgment is required on standard work procedures.  Decisions made are on 
efficiency of operation, accuracy, correctness, or quality of work.  Responsibility for getting along with 
others includes regular contacts with other departments and routing contacts with outsiders in the 
furnishing or obtaining of information or reports.  The employee must exercise tact when working with 
staff, students and public.  The person in this position recognizes and practices “confidentiality” as 
related to job and school functions.  This position may require the operation of standard office machines 
in addition to typewriters and/or dictating machines; normally such additional skills are supplementary 
and are not a significant factor for the positions at this level; skill in taking and transcribing oral dictation 
is an optional requirement for this position. 
 
EXAMPLES OF DUTIES 

 Serves as secretary to the school principal; 

 Gives information to the public regarding school matters in person and by telephone; 

 Independently answers routine correspondence not requiring the principal’s attention;  

 Keeps student records and makes reports to the district office: 
o  attendance records; 
o Immunization records; 

 Maintains other student records and prepares reports;  

 May serve as student registrar performing enrollment and transfer processing;  

 Keeps time records of employees for payroll purposes;  

 Types from oral directions, rough draft, copy or notes of a variety of materials;  

 Telephones and confers with parents regarding pupils’ absences and other matters of student 
welfare;  

 Records the use of school facilities by parent-teacher groups and other outside organizations;  

 Administers first aid to pupils;  

 Assists in preparation of budget requests.   

 Apply bookkeeping principles to the maintenance of student body records. 

 Become familiar with and apply school laws, rules and regulations. 

 Maintains cash drawer, counts, balances, and receipts for all monies on a daily basis.  
 Responsible for cash boxes including gate receipts for sporting events, dances and other co-

curricular activities,  

 Prepares all monies for cash boxes.  

 Writes receipts for all cash received. 

 Reconciles cash boxes upon return. 
 Processes all district purchase order requisitions:  

 Processes and codes purchase order requisitions. 



 Documents receipt of district purchases. 

 Communicates with district office personnel regarding receipt of orders. 
 Processes all ASB purchase orders for student body purchases, including direct contact with vendors 

and other suppliers: 

 Processes and codes purchase orders. 

 Provides on-line input of all student body purchase orders, mail and fax to vendors. 

 Communicates with vendors regarding shipping and receiving of materials. 

 Documents receipt of all student body purchases. 

 Prepares and makes timely payment on bills. 
 
QUALIFICATIONS The requirements listed below represent the general knowledge, skills, and/or abilities 
required to successfully perform this job.  An individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions and duties of the position. 
 

EDUCATION and/or EXPERIENCE  
High school diploma or general education degree (GED); with at least three years related 
experience and/or training; or equivalent combination of education and experience.  Ability to 
rapidly and accurately enter and retrieve computerized data. Demonstrated successful 
experience working in a school office strongly preferred.  

 
As part of the application process may be required to take performance/skills tests: 

 a typing test; 

 and mathematical skills/ bookkeeping test  
 

INTERPERSONAL SKILLS 
The individual must be able to works well with others, focus on resolving conflict, maintaining 
confidentiality, listening to others without interrupting, keep emotions under control, remain 
open to others’ ideas and concepts, and contributes to building a positive team spirit. 

 
LANGUAGE SKILLS  
The individual must be able to communicate fluently in English both verbally an in writing, to 
respond to common inquiries or complaints from vendors, students, parents or members of the 
community, to read and interpret documents (such as bookkeeping processes and procedures, 
financial documents, etc), to comprehend simple instructions, short correspondence and 
memos, and to write emails and reports in response to common inquiries from individuals.  

 
MATHEMATICAL SKILLS  
To complete the essential functions of this position, the individual must be able to subtract, 
multiply, and divide in all units of measure using whole numbers, common fractions and 
decimals.  Ability to calculate figures and amounts such as discounts, interest, commissions, 
portions, percentages, area, circumference and volume, and the ability to apply concepts of 
basic algebra and geometry, as well as the ability to apply concepts such as fractions, 
percentages, ratios, and proportions to practical situations. 

 
 
 



REASONING ABILITY  
The individual must have the ability to apply common sense understanding to carry out 
instructions furnished in written, oral, or diagram form, and have the ability to deal with 
problems involving several concrete variables in standardized situations. 
COMPUTER SKILLS  
High level of computer proficiency and ability to use database software, accounting internet 
software, e-mail, spreadsheets and word processing software. Ability to proficiently use the 
following programs strongly preferred: Visions, MS Word, Access and Excel. Ability to type 
accurately and proficiently.  
 
Accounting Software  Infinite Visions 
Student Body Software  Synergy 
Order Processing  Infinite Visions 
E-mail     Microsoft Outlook 
Internet Software  Microsoft Explorer 
Spreadsheets   Microsoft Office - Excel 
Word Processing  Microsoft Office - Word 
Database Software  Microsoft Office 

 
OTHER SKILLS AND ABILITIES: Ability to appropriately communicate with students, teachers, 
parents, members of the community and others including vendors, law enforcement and other 
agencies. Ability to exercise good judgment and work in an environment with frequent 
interruptions.  

 
PREFERRED KNOWLEDGE, SKILLS AND ABILITIES 

 Knowledge of bookkeeping and accounts payable practices and procedures. 

 Knowledge of district accounts payable policies and procedures. 

 Knowledge of public procurement rules and regulations. 
 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is regularly required to talk or hear. The employee 
is frequently required to walk; stand; sit; use hands for fine manipulation, handle or feel and reach with 
hands and arms using a keyboard and video display terminal. The employee is frequently required to 
stoop, kneel, crouch or crawl and climb stairs. The employee must regularly lift and/or move up to 10 
pounds and occasionally up to 30 pounds. Specific vision abilities required by this job include close 
vision.  
 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.  
 
The work environment is in an office that contains standard office equipment (fax, copier, phone, 
computer, 10-key, etc.) in an open shared work area. The noise level in the work environment is usually 
low to moderate. 
 



CONTACT WITH OTHERS 
The individual on a daily basis will have regular and frequent contact with people. 
 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Must hold and maintain a valid first aid card. 
Certificates as determined by the District including a valid Oregon Driver License. 
 

OTHER 

Sutherlin SD employees are expected to be completely honest in their employment capacity. Due to the 
fiduciary responsibilities of fiscal office employees, the requirement for honesty is given the greatest 
weight. Failure to be completely honest in the employment capacity will lead to discipline up to and 
including dismissal.  

 

Note: This is not necessarily an exhaustive or all-inclusive list of responsibilities, skills, duties, 
requirements, efforts, functions or working conditions associated with the job. This job description is not 
a contract of employment or a promise or guarantee of any specific terms or conditions of employment. 
The school district may add to, modify or delete any aspect of this job (or the position itself) at any time 
as it deems advisable.  

 
 
I have read and understand this job description. My signature acknowledges that I am capable of 
performing the essential functions of this position with or without reasonable accommodations.  
 
 
Employee Signature: ______________________________________________ Date: ______________  
 
 
Employee Printed Name: ___________________________________________  
 
 
Supervisor Signature: ___________________________________________  Date: ______________  
 
 
Supervisor Printed Name: ___________________________________________ 
 
Approved 7/90 
R.A. Smith, Superintendent 
Revised RAS 10/1/92 
Revised JHL 9/27/04 
Revised T.A. Steve Perkins February  23, 2015   
 
 
         
 


