
Secretary Position at Portland Adult Education 

Experience: Previous secretarial and customer relations experience necessary; demonstrated computer 

proficiency (Microsoft Office and Google Applications) and the ability to learn new programs; oral and written 

communication skills; typing/keyboarding 

  

Special Knowledge / Skills:  The ability to provide a high level of customer service and to create and maintain 

positive relations with students, school personnel, and citizens, and to collaborate with the appropriate 

stakeholders to maintain high quality of services; ability to multitask in a fast-paced environment; attention to 

detail; good interpersonal skills; excellent oral and written communication skills; knowledge of office equipment 

and procedures; sensitivity to diverse immigrant communities, languages and cultures. While not a 

requirement, the ability to speak languages in addition to English (especially French and/or Arabic) would be 

beneficial. 

 

Additional Information:  This position requires working one evening per week. 

  

PERFORMANCE RESPONSIBILITIES* 

1. Act as receptionist for all visitors 

2. Process cash, checks, and credit card payments for registrations and book fees 

3. Provide needed assistance to instructors and staff 

4. Handle incoming and outgoing phone calls in a professional, courteous, and timely manner 

5. Input student and course information into 2 separate data management systems 

6. Schedule appointments for HiSET, HSD, and College Transitions 

7. Classify, sort and file necessary information 

8. Perform other such duties that may be reasonably requested by the building administrators 
  

*NOTE:         The above job description reflects the general requirements necessary to describe the principal 

functions or responsibilities of the job identified and shall not be interpreted as a detailed description of all work 

requirements that may be inherent in the job, either at present or in the future. 

To apply, please send a cover letter and resume to adulted@portlandschools.org; Subject Line: Secretary 
Position or mail to 14 Locust St, Portland, ME 04101. Please call at (207) 874-8155 if you have any questions.  
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