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FORT LORAMIE LOCAL SCHOOLS
“A Great Place to Learn and a Great Place to Live”

     _____________________________________________________________________

May 15, 2018
Posting of CLASSIFIED POSITION:



POSITION:
Secretary to the Elementary Principal



DISTRICT:
Fort Loramie Local Schools



COUNTY:
Shelby



DEADLINE:
ASAP



SALARY:
Per Adopted Classified Salary Schedule



HOURS:
7 Hours Per Day




School Year + Extended Days



CONTACT:
Scott Rodeheffer, Principal



Fort Loramie Local Schools




35 Elm Street, P.O. Box 34



Fort Loramie, OH  45845




Phone:  (937) 295-2931

Job Objectives: Serves as secretary to the elementary principal.  Perform administrative support functions necessary for the effective management of district operations.  

Minimum
·
High school diploma or equivalent.

Qualifications:
·
Meets all mandated health requirements


·
Provides documented evidence of a clear criminal record.


·
Proficient in office procedures, protocol, and use of technology.


·
Ability to perform diversified tasks independently with attention to detail.
                               · Ability to protect the confidentiality of privileged information.
Fort Loramie Local Schools – An Equal Opportunity Employer



