
 

 

RAMAPO INDIAN HILLS REGIONAL HIGH SCHOOL DISTRICT 
Oakland, New Jersey 07436 

 
JOB DESCRIPTION 

              
 

Title:  COORDINATOR OF STAFFING  
 
 
Organizational Relationship: 

Reports to and is evaluated by the Executive Assistant to the Superintendent 
of schools. 

 
 
Primary Function: 
To carry out all secretarial duties necessary for the smooth and efficient operation of 
the Superintendent’s Office. 
 
 
Major Responsibilities: 
1.  Provide administrative support in the area of staffing for certificated and 

non-certificated positions.  Prepare vacancy notices, online postings and 
newspaper advertisements for certificated and non-certificated staff 
vacancies. Assist in processing new staff including verifying credentials. 
Facilitate student teacher placement with Supervisors. 

 
2.  Maintain personnel records of non-certificated staff including processing 

evaluations as well as preparing contracts/renewal letters. 
 
3.   Administer online staffing program (Applitrack), including providing 

support to Supervisors to facilitate the hiring process and review of new 
online training modules. 

 
4.   Assist new teachers in the Provisional Teacher Process, including 

coordinating with NJDOE and District mentor coordinators. 
 
5.  Prepare and maintain various staffing reports indicating: new 

hires/retirees/inactive, seniority, breakage for new hires/retirees/inactive.  
 
6.  Provide support in the area of staffing for Coaches and Advisors.  

Continuously track status of all positions.  Prepare and post vacancy 
notices.  Issue coach and advisor contracts. File evaluations/observations.  
Coordinate with Athletic Directors and Payroll to calculate and process 
stipends including partial stipends and pay differentials when necessitated 
by contract. 

 
7.  Maintain online systems regarding staff attendance (Aesop, Systems 3000).  

Prepare various reports as requested including year-end attendance roll 
over and annual attendance updates. 

 
8.  Prepare NJDOE Bi-Annual Statement of Assurance Regarding the Use of 

Paraprofessional Staff report. 
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9.  Assist in the preparation of correspondence and reports relative to 

personnel matters. 
 
10.   Perform other related duties as may be assigned by the Superintendent, 

Business Administrator, or Executive Assistant to the Superintendent. 
 
 

 
Qualifications: 

1. Associate Degree or equivalent 
2. Knowledge of automated office equipment and excellent secretarial 

skills 
3. Strong analytical, communication, and human relations skills 
4. Strong human resource background 
5. Strong working knowledge of district computer technology. 

 
 
Terms of Employment: Twelve-month work year with salary to be determined by 
the Board of Education. 
 
 
September 1997 
Revised:  August 11, 2008 
Revised:  May 9, 2016 


