
Application Deadline: Posted until Filled  
Posted: May 2021 
Starting Date: August 2021 

Job Posting 
We are now accepting applications for a full-time Secretary position at Grand View Elementary.  

Job Overview & Expectations 
We hire staff eager to serve the students and families of Oreana, Grand View, and Bruneau. We 
expect our teachers to hold our students and themselves accountable to high levels of student 
achievement.  

Please take time to thoroughly review our Applicant Handbook, to see if BGV would be a good fit 
for you. Our Applicant Handbook outlines the expectations we have of our ourselves and is 
integral to our interview process. It’s important that you take the time to read and understand our 
Applicant Handbook, as it is a primary source we use to hire our teammates.  

At Bruneau - Grand View, we search for colleagues who are Humble, Hungry and Smart (Lencioni, 
2016). We commit to the long-term achievement of our district by focusing on our culture & 
climate, student engagement, and our student’s achievement. Using principles from the Arbinger 
Institute and Crucial Conversions (Patterson, 2016) we commit to one another and agree to hold 
one another accountable in a caring way. We expect our leaders to use Greenleaf’s (1998) The 
Servant as Leader model to lead and guide us in a way that advances both our professional and 
personal growth. 

About the Bruneau - Grand View School District 
The current elementary school in Bruneau was built in 1958.  The elementary in Grand View was 
also built in 1958 and was very similar in design to the facility in Bruneau. In 1973 a bond was 
passed to build the present Rimrock Jr./Sr. High School on a 40-acre site midway between Grand 
View and Bruneau.  Rimrock opened in 1976. The Bruneau-Grand View Joint School District #365 
now serves roughly 300 students from Elmore & Owhyee county. Though our student population 
is small, we’re one of the largest geographic districts in the state at 5,725 square miles. The 
parents of our students support our ranching & agricultural-based economy; many are working in 
the industry in some form. Our largest company-based employers include Simplot, Idaho Power, 
BLM and the school district.  
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We’ve worked hard to re-define itself with a strong,  deliberate focus on the culture and climate of 
our schools. This has led to a dedicated staff and significant gains in student achievement 
throughout our District, which we will continue to improve upon in the coming years.  

Responsibilities 
• Provide direct support and help for student intervention groups 
• Ordering and invoicing school supplies, as requested by the Principal 
• Scheduling appointments for teachers and Principal 
• Scheduling activities, with patrons, service providers and parents 
• Developing and maintaining student records (cumulative files) 
• Sending and receiving paperwork/files from/to other District 
• Keeping immediate supervisor (Principal) informed of activities and problems related to daily 

operations and student needs 
• Annual registration and new student registration 
• Calling and scheduling substitute teachers; submitting leave requests for staff absences 
• Preparing classified time sheets for Business Manager 
• Assisting with Point of Service (POS) duties, under the direction of the Food Service Director 
• Tracking and recording lunch counts, under the direction of the Food Service Director 
• Maintaining school records, under the direction of the Business Manager; includes managing 

depositing funds into District and school-specific accounts as needed 
• Scheduling Parent-Teacher Conferences 
• Assisting with scheduling teacher-led field trips, with approval from administration 
• Developing and distributing attendance notices 
• Maintaining and inputting student data (including suspensions and expulsions) into 

PowerSchool (the District’s student management system) 
• Maintaining and reporting compliance-related to student immunization records 
• Attending and staffing after-hour school functions such as PBL Night, Math Night, Reading 

Night, PTC, etc. 
• Assisting and leading established drills (fire drills, etc) - maintaining documentation 
• Assisting with morning breakfast routines, afternoon dismissal routines and minor busing issues 

related to routes and student/parent needs 
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• Providing attendance reports to teachers and district staff as needed 
• Assisting Business Manager with ISEE reporting 
• Assisting minor student health needs, including taking student temperature, calling parents due 

to illness, conducting head lice checking under the direction of the Principal and administering 
medication to students according to established school policy under the supervision of the 
Principal 

• Supporting students with minor illness and behavioral needs 
• Knowing and following school policy and chain of command 
• Maintaining and respecting professional boundaries 
• Performing other duties as assigned 
• Maintaining the confidentiality of students, families, and staff 
• Help to create and maintain bulletin boards 
• Attend staff meetings and professional development/in-service days 

Reports To 
Building Administrator  

Terms of Employment 
At will employment 

Evaluation 
BGV school secretary evaluation, conducted by the Building Administrator  
 
Salary 
Pay based on the BGV classified pay scale.   
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Submit 
1. District application (available through website or District Office 208-834-2260) 
2. Resume, including unofficial or official transcripts 

Position Type: Full-time, with benefits 
Positions Available: 1  

This position will remain posted until it is filled. 

Contact Information 
Bruneau Grand View Joint School District 365 
Attention: JayDene Aquiso - Human Resources 
39678 State Highway 78 
Bruneau, Idaho 83604 
Phone: 208-834-2260 
Fax: 208-834-2516 
JAquiso@sd365.us 

Equal Opportunity Employer Bruneau Grand View School District 365 is committed to maintaining a work and learning environment free 
from discrimination on the basis of race, color, religion, national origin, pregnancy, gender identity, sexual orientation, marital/civil union 
status, ancestry, place of birth, age, citizenship status, veteran status, political affiliation, genetic information or disability, as defined and 
required by state and federal laws. Additionally, we prohibit retaliation against individuals who oppose such discrimination and 
harassment or who participate in an equal opportunity investigation
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