
Northern Neck Technical Center 

Governor’s STEM Academy for Agriculture and Maritime Studies 

Full-Time Secretary/Receptionist 

 

Responsibilities: 

Provide customer service to students and parents, assist with clerical duties such as sorting/routing 

incoming documentation, filing, typing, and assisting the administrators.  This position also oversees the 

student database.  This position requires contact with the public. 

 
1. Performs the usual office routines and practices associated with an office. 
2. Efficient with the Microsoft Office package. Experience in Excel and Word is needed. 
3. Maintains student records. 
4. Receives and routes all incoming calls. 
5. Maintains a daily teacher attendance log and the records for substitute instructors. 
6. Assists instructors in preparing instructional materials. 
7. Maintains a calendar of reports due and scheduled events. 
8. Maintains attendance of all students. Serves on the intervention/attendance committee. 
9. Shall perform such duties as may be assigned by the principal. 

 

 Recommended Qualifications/Educational Experience: 

High School diploma or equivalent required. Applicant must have experience in working in an office 

environment, excellent written and verbal communication skills, proficiency in Microsoft Office, must 

possess the ability to manage multiple tasks, organize and prioritize, and have experience in basic 

accounting. 

 

Preferred Experience 

Associates Degree or certificate in bookkeeping, finance, accounting, or related degree. 

 

Salary: $20,000-$24,000 

This is a 12 month position with benefits included.  Salary commensurate with qualifications and 

experience. 

 

Application Instructions: 

Submit two (2) letters of professional reference, cover letter, resume, and a completed application to: 

Bernard S. Davis, III Ed.D., Principal 

bdavis@northernnecktech.org 

Northern Neck Technical Center 

13946 Historyland Hwy. 

Warsaw, VA 22572 

Tel:  (804) 333-4940 

Application Deadline:  Open until filled (looking to approve position at September 26th board meeting) 
The Joint Committee for Control of the Northern Neck Technical Center is an equal opportunity employer and does not discriminate on the 

basis of race, sex, age, color, religion or national origin. 

mailto:bdavis@northernnecktech.org

