
2-04-300. Activities Secretary. 

 

A. The primary function of the activities secretary is to maintain the extracurricular 

accounts and assist the district clerk and administrative secretary. 

 

B. The activities secretary is responsible to the district clerk, activities director, and 

superintendent. 

 

C. The qualifications of the position include a high school diploma; post secondary 

training as an accounts secretary; experience as a school secretary or accounts 

secretary preferred; and such alternatives to the above qualifications as the Board 

may find appropriate and acceptable. 

 

D. The performance responsibilities of the activities secretary include: 

1. Obtain and organize pertinent data concerning the extracurricular accounts 

and put them into usable form. 

a. Receipt all gates, concessions, fund raisers, etc. and verify amounts. 

b. Pay out claims and make intra-account transfers. 

2. Prepare a monthly report of the student accounts. 

3. Maintain and supervise school breakfast and lunch records and sales. 

4. Collect athletic physicals, maintain the list of eligible athletes, and maintain 

other medical records such as injury report folders. 

5. Arrange bus schedule for student travel.  Arrange lodging and per diem of 

coaches and participants when necessary. 

6. Compose and provide programs for athletic events. 

7. Order materials as needed for extracurricular activities. 

8. Write up athletic schedules and provide copies on request. 

9. Engrave trophies and maintain trophy cases. 

10. Sell tournament tickets. 

11. Assist the Activities Director to coordinate and schedule officials for all 

home events and issue paychecks accordingly. 

12. Confirm game schedules with area schools on a weekly basis. 

13. Order all awards and prepare certificates for award ceremonies. 

14. Arrange for ticket takers for all varsity-level home events. 

15. At the beginning of the year: prepare the calendar of events in the staff 

workroom; update the staff birthday calendar; type up the new in-house 

phone directory; assist with mass mailing to all households; and assist with 

copying new handbooks for students, staff, and coaches. 

 16. Answer the phone, direct calls, and deliver messages in assistance to 

the administrative secretary. 

17. Tend to the needs of students, parents, and staff in assistance to the 

administrative secretary. 

18. Such other secretarial/clerical tasks as requested by the activities director, 

district clerk, or superintendent. 
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