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Office Manager 
Based on experience/qualifications 

Range: $30,000 to $45,000 annually  

NO STATE/LOCAL INCOME TAX 
To obtain more information on the school visit:  www.earlycollegenv.com 

 

CLOSING DATE: Open Until Filled 
 

GENERAL PURPOSE OF THE POSITION 

Under the direct supervision of the school’s Director of Site Administration (DSA), this position provides administrative and secretarial support, 

as well as general support for all employees at the site. The Office Manager deals with a diverse group of individuals, including students, parents, 
teachers, professors, and other important external callers and visitors, as well as internal contacts within NSHS. The position requires that 

individuals have a high level of awareness, tact, creativity, and initiative in directing or completing clerical work, registration, and front office 

activities. This position will require occasional travel and work from other sites in the Nevada State High School network. As such, the position 
will require a high degree of accuracy, timeliness, and production across the functions including but not limited to site presentation, student 

records, reception, intake and processing of student submissions, and overall duties, tasks, and support of the school. It is essential that any person 

hired for this position believe in and adhere to the NSHS mission and core values. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES OF THE POSITION  

1. Provides for registration, clerical work, and front office work 
2. Provides for consistency of obtaining and relaying information to/from visitors on their needs  

3. Provides for a neat, clean, and orderly work environment 

4. Provides for a smooth flow of information and delivery of services,  

5. Provides for communication that ensures procedures/polices/regulations are implemented by students, parents, and the public  

6. Provides for the operation of various office business machines  

7. Provides for overseeing clerical work with other staff at the direction of the administration  
8. Provides for preparing, organizing, and adding details for events on the calendar and any online platforms 

9. Provides for typing letters, memos, bulletins, narrative reports, and/or tables from rough drafts 

10. Provides for proofreading materials for administrative approval for typographical/grammatical accuracy, format, conformance with 
procedures, and internal consistency, and also ensures proper approvals have been obtained  

11. Provides for record-keeping and tracking of documents, attendance, school sales, and deposits 

12. Provides for the overall support of the administration which may include working beyond the normal work schedule  
13. Performs other tasks related to the position as assigned 

14. Has willingness to work at other NSHS locations 

 

MINIMUM REQUIREMENTS OF THE POSITION  

1. Ability to show knowledge of clerical practices, business machines, office management, and record keeping  

2. Ability to plan, organize, set priorities, and work independently with minimal supervision 
3. Ability to keep information confidential and maintain an ethical attitude 

4. Ability to interpret, explain, and apply written and oral instruction/procedures/regulations 

5. Ability to do editorial checking for spelling, punctuation, and grammar 
6. Ability to use discretion and make sound judgments, as appropriate 

7. Ability to handle several tasks at one time 

8. Ability to concentrate on accuracy of details 
9. Ability to work under pressure, meet short deadlines, and work flexible hours/shifts 

10. Ability to use judgment as to when to act independently and when to refer to a supervisor 

11. Ability to cooperate with management, staff, outside agencies, and the public 
12. Ability to recognize and report hazards and apply safe work methods 

13. Ability to demonstrate strong communication skills 
14. Ability to promote public relations and deal tactfully and diplomatically with people 

15. Ability to gain cooperation and conformance without authority 

16. Ability to handle tasks with speed and accuracy 
17. Ability to work cooperatively with employees, students, parents, the public, and other agencies 
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QUALIFICATIONS 

1. High school diploma required 
2. College experience/degree preferred  

3. Keyboarding of greater than 30–40 words per minute 

4. Must be eligible through federal and state background checks/fingerprinting to work in a school setting  
5. MUST be proficient with Microsoft Office (Word/Excel/Outlook) 

6. Bilingual in English and Spanish a plus  

 

SALARY AND PERQUISITES OF THE POSITION 

The salary for this 12-month position is commensurate with licensure, training, and experience. An attractive fringe benefit package includes: 

1. Performance pay linked to progress and quality of projects 
2. Time off for nationally recognized holidays  

3. One (1) personal day per month 

4. Choice 100% contribution or shared contribution from employer into State Retirement System (PERS) 
5. Healthcare & vision/dental insurance 

 

HIRING PROCESS AND TIMELINE 

After receiving your application documents, Nevada State High School hiring committee asks for your active participation in working to get you 

through the hiring process while honoring the turnaround time for each step. Please keep in mind the timeline “and” your availability when 

submitting your application. IMPORTANT: Only a select number of candidates will proceed to the next step in the process. 
 

1. Application Documents: Candidates are asked to submit their documents through the network’s help ticket portal. These three 

documents include the following: NSHS application, resume, and a copy of transcripts and/or applicable license(s)/endorsement(s)  

Please scan and submit your documents to NSHS Human Resource Dept. http://help.earlycollegenv.com 

NO HARD COPIES OR EMAILS  
Timeline: Candidates will receive a response from NSHS 

2. Technical Skills: Select candidates will be given a (30 – 60 minutes) technical skills assessments.  

Timeline: Selected candidates are given one (1) day after NSHS request to submit their responses 
3. Phone Interview: NSHS will conduct a (15 – 20 minutes) initial phone interview with select candidates.  

Timeline: Selected candidates are given one (1) day after NSHS requests to schedule a 

phone interview within the next two (2) to three (3) days. 
4. In-person Interview: NSHS will conduct a (45 – 90 minutes) in-person interview with select candidates.  

Timeline: Selected candidates are given one (1) day after NSHS requests to schedule an 

in-person interview within the next two (2) to three (3) days. 
5. Cultural Fit Project: Select candidates will be given a paid “cultural fit” project to include site observations, phone/in-person 

interviews of current NSHS employees, and produce a summary report.  

Timeline: Selected candidates are given five (5) days to complete this project. 
6. Core Values Speech: NSHS will conduct a (15 – 20 minutes) core values speech with candidates.  

Timeline: Selected candidates are given one (1) day to contact NSHS to schedule their appointment  

for the Core Values speech (or follow-up appointment) within the next two (2) to three (3) days. 

 
Estimated timeline to complete all steps from the initial application to the core values speech will range from 9 – 14 days. Again, please keep in 
mind your subsequent availability when submitting your application. 

 

REFERENCES TO EARLY COLLEGES 

Learn more about the early college model by reading on Kindle the three-part series Accelerated Success! by Tracey K. Hurst and Patricia Uribe.  

 

EQUAL OPPORTUNITY EMPLOYER 

The school does not discriminate admissions, access, treatment, or employment in its programs or activities on the basis of race, color, sex, age, 

national origin, religion, or disability. 

 

START DATE 

Nevada State High School employment may begin immediately. Initial review of applications, resumes, and skills tests will continue regularly 

until the position is filled. For details on applying, visit http://earlycollegenv.com/category/employment/.  
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