
 

 

Madison Public Schools 

Position Description 

 

 

POSITION TITLE: General Secretary (Central Office Receptionist)  

 

 LOCATION: Central Office 

 

REPORTS TO:  Director of Administrative Services and Director of Human 

 Resources 

 

SUMMARY:  Serves the Central Office staff by answering telephones, 

greeting visitors, scheduling meeting rooms, coordinating 

mail room, office supplies and preparing general 

correspondence.  Assists with student enrollment and the 

maintenance of electronic student data.  Serves as a back-up 

in the absence of the Executive Secretary for 

Administrative Services.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  (Some or all of the 

following duties and responsibilities may apply) 

 

1. Answers telephone calls in a polite, informative manner, responds to routine 

questions, takes messages, and routes calls to appropriate personnel. 

2. Receives visitors, obtains name and nature of business, notifies person(s) 

being visited. 

3. Maintains orderliness of reception area, hospitality area, and conference 

rooms. 

4. Maintains coffee service for hospitality area and all Central Office meetings. 

5. Maintains conference room reservation. 

6. Processes purchase orders for coffee supplies, fax machine, postage meter and 

all office supplies. 

7. Oversees mailroom including sorting interschool and postal mail.  Maintains 

mailing supplies. 

8. Receives shipments, maintains manifest, and advises appropriate personnel of 

shipment arrival. 

9. Posts bulletin board memorandums in mailroom and employee lounge as 

appropriate.   

10. Maintains press release / news article file. 

11. May assist with correspondence/projects from Superintendent’s office or other 

departments on an as needed basis. 

12. Processes and provides assistance with new student enrollment and all 

enrollment related student data and documentation. including but not limited 

to residency  

13. Maintains and updates information on the student database. 



 

14. Processes student working papers 

15. Conference room set-up, including laptops, as needed.   

16. Sorts, alphabetizes, and files information as assigned. 

17. Maintains supply room, production room and takes inventory. 

18. Processes greeting cards for staff illnesses, family deaths, newborns, etc. 

19. Processes requests for distribution of flyers/brochures through schools. 

20. Assigns kitchen duty to employees. 

21. Take and process photos of employees for staff identification badges 

22. Receives substitute application packets and assistance with verification of 

required documents. 

23. Takes/transcribes notes for correspondence. 

19. Maintains current information and knowledge of school district operations. 

20. Maintains confidentiality in accordance with Board of Education policy. 

21. Other duties as assigned. 

 

 

SUPERVISORY RESPONSIBILITIES:  

 

 None 

 

QUALIFICATION REQUIREMENTS: 

 To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of 

the knowledge, skill, and/or ability required. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE: 

  

High school diploma or general education degree (GED); and one to three months 

related experience and/or training; or equivalent combination of education and 

experience. 

 

LANGUAGE SKILLS: 

 

Ability to read and comprehend simple instructions, short correspondence, and 

memos.  Ability to write simple correspondence. Ability to effectively present 

information in one-on-one and small group situations to customers, clients, and 

other employees of the organization. 

 

MATHEMATICAL SKILLS:  

Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals.  

 

 

 



 

REASONING ABILITY: 

  

Ability to apply common sense understanding to carry out detailed written or oral 

instructions. Ability to deal with problems involving a few concrete variables in 

standardized situations. 

 

OTHER SKILLS and ABILITIES: 

 

Proficient keyboarding skills (45-55 words per minute). Ability to operate a 

personal computer and related software including word processing, spreadsheet 

and database programs (e.g. MS Word, Excel, Outlook, Phoenix modules, Infinite 

Campus, etc.). Ability to develop effective working relationships with students, 

staff, vendors, parents, administration and the school community. Ability to 

communicate clearly and concisely, both orally and in writing. Ability to handle a 

multitude of responsibilities with minimal supervision. 

 

 

The Madison Public Schools job descriptions are intended to be in compliance 

with the American Disabilities Act (A.D.A.). 
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