vacancy notice





norton city public schools
P. O. Box 498, Norton, Virginia 24273

Phone (276) 679-2330, FAX (276) 679-4315

norton elementary and middle school
secretary/receptionist
qualifications:

Candidates must have a high school diploma.  A college degree is preferred, but not required.  Proficient in Microsoft Word, Excel, Internet Explorer, typing, spelling, punctuation, grammar, and oral communication.  Discretion, good judgment, organizational ability, initiative, and the ability to work independently.
DUTIES AND RESPONSIBILITIES:
Duties include, data collection, report submission, answering and directing incoming phone calls, greeting and assisting visitors, assisting staff with basic office tasks as needed, distributing mail.  Handling general office needs, such as filing, faxing, typing routine scheduling, recording inventory and copying.
terms of employment:  

11-month position
Salary:  
Based on experience
Benefits:  
Employer-paid Virginia Retirement System and life insurance, optional 

                      health care plans, sick days, and personal days

deadline:
Until Filled

apply to:
Mr. Scott Kiser, Principal

Norton Elementary and Middle School

205 East Park Avenue

Norton, VA  24273

Telephone (276-679-0971)

All applicants must complete and submit a current Norton City Schools Classified Application.  Applications can be accessed from our website at www.nortoncityschools.org under Employment.  Include a current resume with application package.

Current employees of Norton City Schools desiring a transfer to the above position should write a letter of request to Dr. Jeff Comer, along with an updated application and resume.
The Norton City School Board reserves the right to consider those who respond, any other potential candidates and any position(s) or transfer(s) that may result from filling this position.

The Norton City School Board is an Equal Opportunity Employer
