
 

 
 

 

 

 

 

 

 

 

 

POSITION POSTING - 2017-2018 SCHOOL Y EAR 

ATTENDANCE/MAIN OFFICE CLERK 
 

Mother McAuley Liberal Arts High School, sponsored by the Sisters of Mercy of the Americas West-Midwest 

Community, a Catholic college preparatory, all female high school, located on the southwest side of Chicago, seeks 

to fill a full-time Attendance/Main Office Clerk.  This is a 10-month/school year position. 

 

Essential Duties and Responsibilities including but not limited to the following.  Other duties may be assigned.  

 Maintains all information regarding student attendance (scheduled and unscheduled absences, late arrival, 

early dismissal, etc.) including monitoring attendance phone line, logging all information in computer, 

contacting parents if necessary, and communicating with level Dean, Department Chairs, teachers and 

Administration. 

 Greets, registers, and directs visitors and guests. 

 Assists ill students waiting for their parents when the nurse is absent. 

 Answers the telephone and distributes messages. 

 Responds to general information requests or refers to proper department and personnel. 

 Process incoming and outgoing mail, fax, and deliveries. 

 Coordinates lost and found process for articles and inquires. 

 Prints student, faculty and staff I.D.s. 

 Posts summer school brochure information. 

 Types the P.A. announcements and sends them to the web master. 

 

Qualifications: 

 Must have a HS Diploma or equivalent 

 Previous experience in an office setting 

 Must have proficient computer skills including MS Word, MS Excel, Google Docs & Google e-mail 

 

We offer a comprehensive benefits package including medical, dental, life, 401(k) and paid time off.   

Many opportunities to be involved in extra-curricular activities such as club moderator and coaching are available.  

Participation in these activities is strongly encouraged and welcomed.   

 

Interested candidates should forward their resume to: 

Attention: Judy Porch 

jporch@mothermcauley.org 

Mother McAuley High School 

3737 West 99th Street 

Chicago, IL 60655 

Fax: 773-881-6562 

 

Mother McAuley is an equal opportunity employer.  Resumes will be accepted until the position is filled. 


