
 

 

 

“Bringing Learning to Life!” 

 

 

2018 CUPE 

Posting #16 
Fax # (250) 949-8792 

March 9, 2018 

 

TO CUPE LOCAL 401: 

Employees are hereby advised that the following TEMPORARY position is available. 

Applications should be received no later than 12:00 p.m. on Monday, March 19, 2018. 

 

SCHOOL SECRETARY 

Pay Rate  :  $25.74 per hour 

Location  :  Port Hardy Secondary School 

Hours of Work :  35 hours per week, while school is in session 

Start Date  :  ASAP until return of incumbent 

Reporting To  :  Ms. Rena Sweeney, Principal, Port Hardy Secondary School 

 

MAJOR DUTIES AND QUALIFICATIONS – See attached job description. 

 

Please direct all applications to:  Mr. John Martin, Secretary-Treasurer 

School District No. 85 (Vancouver Island North) 

 P.O. Box 90 

Port Hardy, B.C.  VON 2PO 

 

cc: CUPE Payroll 

CUPE Local 401 

All Schools 

Port McNeill Maintenance 

Transportation 

School District Administration Office 

VINTA 

 

PLEASE POST 
 



SCHOOL DISTRICT NO. 85 
(Vancouver Island North) 

 
CLASSIFICATION DESCRIPTION 

 
SECRETARY 

DEPARTMENT:  School 
 
JOB SCOPE 
 
Reports to the Principal 
Responsible for various general office duties related to the school. 
May be required to give direction to other employees. 
Provides information and assistance to staff, students and general public. 
Works without close supervision. 
Performs duties of a confidential nature. 
 
MAJOR DUTIES AND RESPONSIBILITIES 
 
Performs receptionist duties and processes mail and merchandise. 
Provides information on matters relating to students and the school within limitations of legislation  
 and policy. 
Provides general office services pertaining to the operation of the school. 
Assists staff, students and public as required by the Principal. 
Performs annual school opening and closing clerical procedures. 
Operates and maintains office equipment. 
Completes cash receipts, banking and school accounting records. 
Maintains student records using school administration software and produces required reports. 
Maintains permanent record cards and student files. 
Prepares month end and year end reports. 
Assists in the care of sick or injured students. 
Performs other duties necessarily incidental to those assigned above. 
 
QUALIFICATIONS AND EXPERIENCE 
 
Secondary school graduation (with Dogwood Certificate or equivalent) supplemented by one year  
 of courses in office management including introductory accounting. 
Ability to type accurately at 50 words per minute. 
Thorough knowledge of basic accounting methods. 
Ability to establish and maintain good working relationships with staff, students and general public. 
Ability to organize and work with minimum supervision. 
Good interpersonal and communication skills. 
Ability to understand and effectively carry out oral and written instructions. 
Good working knowledge of office methods and procedures. 
Good knowledge of business English, spelling and punctuation. 
Ability to work with speed and accuracy. 
Skill in operating standard office equipment and computers (word-processing, spreadsheets, 
 accounting and school administration software.) 
Valid B.C. class 5 driver's licence preferred. 
Valid Level 1 first aid certificate. 
Two to three years of recent secretarial experience. 
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