
Saint Luke Catholic School Office Manager Job Description
 
The St. Luke School Office Manager works directly with the principal. The Office Manage is responsible 
for a majority of the calendar and clerical work in the school, including handling sensitive documents 
such as student records, staff professional files, and other professional records. The Office Manager act 
as a liaison between the students, parents and principal. 

The school office manager works as the principal's assistant, making appointments and managing the 
principal's schedule where needed. Also, the office manager greets those who walk into the school 
office, answer phone calls, and take messages as well as supports students’ who are sent to the office 
for not feeling well. The office manager is also responsible for sending out the weekly school 
communication, Thursday Packet, as well as pertinent school documents.  The school office manager 
works closely with the Director of Marketing & Admissions, Director of Advancement and School Finance 
Manager to make sure there is consistency regarding school operations.  The office manager also works 
closely with the Admissions Director to register and release students to school and maintain attendance 
records. 

The school office manager is generally also in charge of handling all employee relations, such as fielding 
complaints and maintaining employee attendance reports. The school office manager is also responsible 
for putting in substitute requests when an employee is not able to locate a substitute or needs support 
in getting openings posted. 

The school office manager supervises the part-time office manager’s assistant to assist in maintaining 
day to day operations of the school. 

Educational Requirements 
The minimum educational requirements to become a school office manager are an associate's or 
bachelor's degree in a business-related discipline or certification from the International Association of 
Administrative Professionals (IAAP), Certified Administrative Professional (CAP) or if they have had 
previous school office manager experience. 

Additional Requirements 
Because school office managers work in an environment with children, they must have completed 
VIRTUS within the Archdiocese of Seattle, have been fingerprinted and had a criminal background check, 
agree to the Archdiocese of Seattle Standards of Ministerial Behavior, and have positive references or 
recommendations. 

The school office manager must also be extremely adept at using computers, particularly Microsoft 
Office programs, such as Excel and Office and experienced in student information systems. It is 
imperative that they are extremely organized and able to multitask because they deal with many 
different aspects of the job simultaneously. 

In addition to the clerical and administrative work that is expected of a school office manager, work can 
involve handling student records and other sensitive information. 



Short Description 
St. Luke School, Shoreline WA,  seeks a full-time office manager for the school. The office manager is the 
first face for staff, students and visitors to the school. As a place of faith, learning and growth the 
manager has numerous responsibilities which include scheduling, written and electronic 
correspondence, maintaining office and school supplies, scheduling vendors and substitute teachers, 
and keeping vital student records. The ideal candidate will possess an associates or bachelors degree, 
with 3 or more years of school environment experience. Candidates must be willing to complete all 
necessary screening and education for the protection of children. Interested applicants should submit a 
cover letter, resume and references to Rick Boyle, principal, St. Luke School via email: 
boyler@stlukeshoreline.org


