
550 Maple St, Manistee, MI 49660 
(231) 723-3521 ▪ Fax (231) 398-2021

Ron Stoneman, Superintendent
Howard Vaas, Business Manager

maps.manistee.org 

POSTING 

SCHOOL SECRETARY 
(External/Internal; 10-day) 

May 11, 2022 

POSITION​:

HOURS: 

QUALIFICATIONS:

RECOMMENDED​: 

POSTING  
EXPIRATION:

APPLICATION:

ONE (1) SCHOOL SECRETARY at Manistee Middle+High School 

The position is 200 - 225 days per year, according to school calendar, 
job placement and work load.     8 hours per day.

Skilled in customer service, ability to keep timely records and detailed 
schedules, proficiency with electronic communications and record 
keeping systems, ability to be flexible with a variety of staff, parent and 
student needs.  

Prior experience in clerical setting, ability to learn web-based 
applications, and familiarity with educational setting.

According to clerical contract.

Tuesday, May 24th, 2022 at 3pm

Internal​:​  Submit an electronic copy of letter of interest.

External​:​  Submit an electronic copies of cover letter, resume' and 
attached application to: 

Sara Schubert
MAPS Board Office 
sschubert@manistee.org

District Policy​:​  ​Nondiscrimination on the basis of race, color, religion, national origin or ancestry, gender, age, disability, 
height, weight or marital status in all activities and employment.  

SALARY & BENFITS:

http://maps.manistee.org/
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