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Job Description 

 
STRIPES 360 Secretary  
 
The secretary will impact the educational process by maintaining an organized office and files that will 

contribute to the administrative process of the STRIPES 360 program.  This department includes the 

following programs: Tiger STRIPES, Tiger TEENS, Tiger PALS, Cub Care, Winter Escape and Summer 

Safari.  
 
Qualifications 
 
The applicant must have a high school diploma, but additional training, education and/or experience is 

desired.  Strong verbal, written communication and supportive customer service skills are required.  

Excellent computer skills, specifically Google and Microsoft Suite products.  Applicant must be 

organized, efficient, have a willingness to learn new skills and software, works well independently and 

also through collaboration with others. 
 
Position Classification 
 
Support Staff 
 
Fair Labor Standards Act 
 
Non-Exempt 
 
Supervisor 
 
The secretary will report directly to the STRIPES 360 Program Director. 
 
Essential Job Functions: 

1. Prepare correspondence, letters, memos, reports, etc. as requested or required. 

2. Oversee program registration process. 

3. Perform all work related to accounts receivable including processing payments and making bank 

deposits. 

4. Maintain accurate monthly account billing/ collection/ late fee collection. 

5. Prepare and distribute tax and flex documentation for program families. 

6. Assist with upkeep of Department of Social Services electronic time and attendance program. 

7. Maintain accurate and up-to-date records. 

8. Assist with overseeing of time clocks for STRIPES 360 employees. 

9. Perform purchasing (snack orders etc.) as required to maintain program delivery. 

10. Assist the Director with budget/bill processes. 

11. Assist with grant maintenance including DESE Kids Care Center. 

12. Assist with required documentation for Child and Adult Care Food Program. 

13. Demonstrate courteous and professional treatment to all stakeholders of Republic Schools. 

14. Maintain high level of confidentiality in conducting office business and assignments. 

15. Perform clerical duties with speed and accuracy using Microsoft Office Products, Google, and 

other related district software as needed. 



REPUBLIC R-III SCHOOL DISTRICT 
 

Revised: January 22, 2020 
 

16. Monitor and maintain operation and maintenance of copy machine, check scanner, and ID card 

machine. 

17. Assist with website upkeep and social media postings. 

18. Assist on-site at before/after school program as needed. 

19. Perform other duties as assigned by the STRIPES 360 Program Director. 

 

 

Physical Conditions: 

 Prolonged sitting, standing, walking and viewing a computer screen. 

 Repetitive motions to include stooping, reaching, kneeling and turning. 

 Physical exertion to manually move, pull or push heavy object up to 50 pounds unassisted. 


