
CENTREVILLE PUBLIC SCHOOLS 
190 HOGAN ST., PO BOX 158 

CENTREVILLE, MI 49032 
 

February 15, 2019 
 

NOTICE OF VACANCY 
 

 
POSITION:  JR/SR HIGH SCHOOL ATTENDANCE/GUIDANCE SECRETARY 
    
REPORTS TO: High School Principal  
 
STARTING DATE: As soon as possible.  
 
NECESSARY QUALIFICATIONS: 
1. Computer experience with ability to learn new programs.  
2 Must be detail oriented and have excellent organizational skills. 
3. Ability to function effectively with minimal direct supervision.  
4. Ability to work well with staff, students, and parents.  
5. Ability to effectively problem-solve, work at a fast pace, and multi-task.  
 
DESIRABLE QUALIFICATIONS: 
1. Experience with an educational institution. 
2. Post high school education.  
 
PRINCIPLE DUTIES AND RESPONSIBILITIES: 
(This description is intended to describe the type and level of work being performed by a person assigned to this job. It is not an 
exhaustive list of all duties and responsibilities required by a person so classified.) 
1. Monitor, record, and maintain attendance records as per district policy.  
2. Answer inquiries regarding students, department programs, and procedures. 
3. Maintain student transcripts and records. Store and post all grades/test scores. Store,   
           print, and mail grade reports.  
4. Disseminate information to appropriate individuals and entities regarding student schedules,  
           grades, test scores, etc.  
5. Complete all count day reports. 
6. Maintain guidance department webpage. 
7. Assist/support counselor, principal, jr/sr high school secretary, and other district staff as  
           needed. 
8. Perform other related duties as assigned. 
 
SALARY:   As per secretarial terms of employment.  
 
DEADLINE:   Until filled.  
 
APPLICATION:  Applications are being accepted through Frontline Education (aka Applitrack) only at 
https://www.applitrack.com/sjcisd/onlineapp/default.aspx. In addition to the on-line application, please 
include a letter of interest and resume. Email questions to Jane Rumsey, HR/Ex. Assistant at  
jrumsey@cpschools.org. 
 
The Centreville Public School District does not discriminate on the basis of race, color, national origin, sex, religion, age, 

disability, genetic information, or any other legally protected status in its employment decision or the provision of services. 
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