
  

  

TONASKET SCHOOL DISTRICT 
35 DO HIGHWAY 20 EAST 

TONASKET, WA 98855 
 

JOB DESCRIPTION 
PARAEDUCATOR/ASSISTANT MIDDLE SCHOOL SECRETARY 

 
DEPARTMENT: Middle School 
UNION EXEMPT:     No   
REPORTS TO:    Middle School Principal 
WORK DAYS:   Paraeducator:  Monday – Friday, 4.25 hours 
  Secretary:  Monday – Friday, 3.25 Hours per Day 
  
ASSISTANT MIDDLE SCHOOL SECRETARY 
Position Summary:  Provide attendance secretarial and organizational support to the middle school secretary, principal 
and staff.  
 
DUTIES AND RESPONSIBILITIES: 

1. Answering the phone. 
2. Greeting the public. 
3. Attendance:  Input daily excuses, enter attendance from substitutes, run daily reports for coaches, document all 

attendance activities and contracts with parents, file Becca truancy petitions when needed, call home when 
students are absent, and file parent excuses.  Put notifications on computer of parent calls, conferences, and 
letters.  Run truancy reports and follow through with excessive absences per student handbook. 

4. Attend as the Middle School representative Okanogan County Court cases  for attendance proceedings related to  
BECCA court issues, and Community Truancy Board. 

5. Maintains	school	records	and	files	for	building,	principal	and	related	requirements. 
6. Helping staff with purchase orders, material, answering questions, etc. 
7. Making copies for students and staff students during the day when the copy room aide is in the classroom. 
8. Filling out homework requests and delivering to the staff. 
9. Sorting mail. 
10. Getting substitutes as needed and inputting on computer. 
11. Enrolling new students and entering information and schedules into the computer. 
12. Withdrawing students, entering information into the computer and notifying staff. 
13. Sending records of withdrawn student when receiving requests from other schools. 
14. Receipting ASB and athletic participation fees and fine money; delivering it to the high school or district office. 
15. Doing payment authorizations on all invoices as they are received and staff out-of-district reimbursements. 
16. Monitoring in-house detention students:  checking that they are in attendance, getting homework assignments, 

monitoring bathroom and lunch breaks. 
17. Distributing medication when the nurse is not in the building. 
18. Handling medication emergencies, band-aids, ice packs, taking temperatures, etc. 
19. Inputting changes of students’ schedule, lockers, and homerooms on the computer. 
20. Processing any discipline concerns as they arise, such as calling students to the office, sending letters home to 

parents, inputting information on computer, etc. 
21. Processing free-reduced lunch forms as they come into the office and notifying parents of eligibility. 
22. Notifying the ASB secretary, of all students who have purchased ASB cards and have paid participation fees and 

insurance. 
23. Receiving and sending all forms in the athletic packet to the ASB secretary as they are brought into the office. 
24. Preparing, copying, distributing, and posting on email the weekly bulletin. 
25. Preparing the absence substitute report and sending it to the district office. 
26. Mailing interim reports and report cards home to parents. 
27. File report cards quarterly in all students’ cumulative files. 
28. File state testing reports and mail reports home to parents. 
29. Update the fines list and send letters home. 
30. Notify local newspapers of honor roll students.  
31. Mail newsletters each month to all parents and school board members. 



  

  

32. Organize and place end-of-year staff orders for the following year. 
33. Sick Room:  Treat ill or injured students, give daily medications when nurse is not available. 
34. Other duties as assigned on an as needed basis. 

 
 
PARADUCATOR 
Position Summary:  The position is designed based on the needs of the district on a year-to-year basis. Duties may be 
adjusted on a year-to-year basis depending on district need. 
 
BASIC DUTIES AND RESPONSIBILITIES: 

1. Tutor students individually or in small groups. 
2. Conference with the classroom teacher to monitor student progress and to develop instructional objectives and 

appropriate activities for individual students. 
3. Supervise students when needed. 
4. Assist in compiling test data and keep required documentation and records. 
5. Assist in administering standardized test or curriculum-based tests as directed. 
6. Maintain accurate student files. 
7. Participate and manage student information of CST meetings as directed. 
8. Complete required records in a timely manner. 
9. Track student attendance, academic progress and classroom performance. 
10. Attend relevant inservices as they are available.  
11. Maintain confidentiality at all times. 
12. Perform other relevant duties as assigned. 
13. Give assessments. 
14. Assist with student/family communication. 
15. Recess Duty – schedule (times, area, and grade level) assigned on a yearly basis. 
16. Test proctor for computerized tests. 
17. Additional duties as assigned. 

 
ES Work Room Duties Include: 

1. Work Room 
a. Complete projects assigned by staff 
b. Operate and maintain all equipment in the copy room including: 

• Copy Machine 
• Duplicator 
• Laminator 
• Die Cut 

2. Assist in the Cub Den as directed. 
 

ES Library Duties Include: 
1. Know the organization of the library. 
2. Assist the librarian as directed. 
3. Check materials in and out of the library (Watch for holds and other unexpected messages) 
4. Shelve and straighten collection daily.  (Set aside items that need attention) 
5. Housekeeping: dusting, watering, picking up, etc. 
6. Lifting up to 25 lbs:  books, equipment etc. 
7. Gathering resources for staff (teachers) 
8. Provide assistance to patrons as needed or requested. 

a. Find books for patrons and pull collections (for teachers, consult with librarian) 
b. Help place and remove holds and check patron status 
c. Utilize computer search  
d. Help with other computer applications and projects 
e. Facilitate high expectations, appropriate behavior and procedures 
f. Promote accountability 

9. Deal with disgruntled clientele. 
10. Collect and track lost/damaged book fines. 



  

  

11. Destiny tasks beyond circulation: 
a. Generate and distribute reports 
b. Batch process items and patrons 
c. Import and export data 
d. Cataloging:  Add AR information 

1. Delete discarded items 
2. Find prices 
3. Make corrections as necessary 

e. Find pertinent information by utilizing item or patron status and history to solve questions 
12. Process and repair books 

a. Covering and repair; cleaning; adding spine labels, bar codes 
b. Suggest books for discard 
c. Receive orders and reconcile packing lists and invoices 

13. Technology: AV Equipment supervision and scheduling 
a. iPad/computer cart management 

i. Check in/out 
ii. Clean each iPad and return them to appropriate settings after student/staff use 

iii. Update apps using Apple Configurator 
b. Audiobooks 

i. Check in/out 
ii. Manually track student requests 

iii. Delete/download audiobooks in a timely manner 
14. Other projects as directed such as: 

a. Preparing slide shows  
b. Displays 
c. Help set up for presenters 
d. Errands and deliveries  
e. Miscellaneous reception and clerical duties 
f. Assist with supervision of volunteers and student helpers 
g. Assist with inventory 
h. Processing magazines and newspapers 

 
Bilingual ECE Duties Include: 

1. Ability to speak Spanish fluently to converse with students and parents preferred. 
2. Regularly lift 40-50 pounds individually or push over 100 pounds. 
3. Assist in student’s educational plan including development and implementation. 
4. Plans, prepares, and develops various teaching aids for student instruction. 
5. Implement and assist with behavior management programs as directed by the teacher. 
6. Be aware and responsive of medical needs of students; first aid certified. 
7. Assist students with eating and/or toileting needs if necessary. 
8. Efficiently manage required forms, data collection and record keeping. 
9. Assist with loading and unloading of students from buses. 
10. Maintains sanitization of room, instructional area, equipment and utensils. 
11. Provide supervision in school environment; playground, cafeteria or other areas. 
12. Ability to use:  Copy machine, computer, sewing machine, cooking and basic construction tools. 
13. Ability to work with and take direction from multiple staff. 
14. Provide necessary heath care interventions as directed. (Examples: medications intermittent catheterization, 

airway maintenance, range of motion, feeding tubes, etc.)  
 
PROFESSIONAL RESPONSIBILITIES: 

1.  Participate in professional growth activities. 
2.  Participate in in-service training programs. 
3.  Follow the communicated policies and procedures of the school district. 
4.  Demonstrate professional responsibility and ethical behavior. 

 
 



  

  

DESIRED KNOWLEDGE, EXPERIENCE AND ABILITIES: 
1. Excellent organizational skills. 
2. Interpersonal skills, being able to relate to students and adults, flexibility. 
3. History of reliability, dependability, and punctuality. 
4. Ability to maintain confidentiality. 
5. Ability to work with a variety of people in a positive supportive manner 
6. Be professional in action and appearance. 
7. Ability to read and comprehend simple instructions, short correspondence, and memos. 
8. Ability to communicate clearly and concisely, both orally and in writing. 
9. Ability to apply common sense understanding to carry out instructions furnished in written or oral form. 
10. Ability to maintain composure under stressful conditions. 
11. Ability to develop effective working relationships with students, staff and the school community. 
12. Must have essential technology skills. 
13. Ability to assist students with problem solving. 
14.   Proficient tutoring skills in reading, writing and mathematics 
15.   Experience and/or willingness to work with at-risk youth (multiple ACES) 
16.   Ability to work with students with learning disabilities, autism, emotional, physical, health, 
         sensory, cognitive, and/or multiple impairments 
17.   Skills/strength in Science and Math, especially Geometry and Algebra 2 
18.   Self-motivated/driven work ethic. 

 
REQUIRED EDUCATION: 

1. First Aid/CPR/AED card.  
2. High School diploma, office related experience or Vocational School relating to the secretarial field is preferred. 
3. Must meet federal guidelines for Highly Qualified by having an AA degree or 72 quarter hours or 48 semester 

college credits or documentation of successfully passing the state assessment.  
 
MANDATORY CONDITIONS OF EMPLOYMENT: 

• Successful clearance of the FBI and Washington State Patrol fingerprint background check. 
• Successful Washington State Sexual Misconduct clearance. 
• Completion of Federal I-9, Employment Verification Eligibility form. 

 
ACKNOWLEDGMENT 
I have read and understand this Job Description and I am physically able or with reasonable accommodation, will perform 
these duties to the best of my knowledge and ability. 
 
Reasonable Accommodations Needed: 
 
 
 
 
 
EMPLOYEE SIGNATURE:_____________________________________       DATE:__________________ 
 
 
____________________________________________________________ 
Employee’s Printed Name      
 

                                                                                                                         8.2017 


