
Lakewood Local School District 
 

OFFICE OF THE SUPERINTENDENT 
525 EAST MAIN STREET, PO BOX 70 

HEBRON, OH  43025 
740 928-5878 

 
Classified Job Posting          November 23, 2020 

 

Part-time Secretarial Aide 
Lakewood Middle School 

 
QUALIFICATIONS:  

1. High school diploma or training and experience that are considered equivalent. 
2. Excellent communication and customer service skills. 
3. A good working knowledge of all office equipment and office operations. 
4. Strong organizational, communications and computer skills. 
5. Ability to handle multiple tasks simultaneously. 
6. Can complete work accurately and in a timely manner. 
7. Works well independently and with others. 
8. Willing to participate in district in-service training. 
9. Neat appearance. 
10. Successfully complete and pass a BCII and FBI check. 

 
 
JOB GOAL:  To assist in the efficient and effective operation of the school office. 

 
REPORTS TO/EVALUATED BY:   Building Principal 
 
PERFORMANCE RESPONSIBILITIES: 

1. Follow all approved school and building policies and procedures. 

2. Assist the Secretary to perform usual office routines. 

3. Participate in on-going related in-service training programs. 

4. Assist the Secretary in maintaining student records, answering telephone, mail and maintaining 

messages. 

5. Assist with greeting all visitors courteously, determine their needs, check appointments and direct them 

to the proper person. 

6. Communicate effectively with building administrators, staff and parents. 

7. Maintain confidentiality of students. 

8. Assist with general office operations such as letters, reports, memos, supplies and purchase orders as 

needed. 

9. Help maintain a safe environment. 

10. Any other duties assigned by the classroom teacher or building Principal. 

 
TERMS OF EMPLOYMENT:  19.75 Hours per week 
 Salary as per negotiated agreement (LACE) 

 
If you are interested, please send a cover letter and resume to Jessica Fry, Lakewood Middle School 
Principal, P.O. Box 70, Hebron, OH  43025 or by email jfry@laca.org by 3:00 p.m. on December 4, 2020. 

 
“The Board of Education does not discriminate on the basis of race, color, religion, national origin, sex, disability, military status, ancestry, age, 

genetic information, or any other legally protected characteristic, in its programs and activities, including employment opportunities.” 

mailto:jfry@laca.org

