Welcome to Eleanor Roosevelt Middle School.  My name is Robin Shultz.  I am the Principal’s (Mr. Dale Lass) Secretary/Business Manager.
               
My job responsibilities include: 

                                     Handling of financial and accounting for ERMS, which also include

                                     student fee accounts, receipt of all incoming monies,

                                     requisitions, purchase orders, receiving in of supplies, all financial

                                     duties during the registration process.

                    Other duties include, but are not limited to: 

Receptionist duties; typing; preparation of student, parent, and faculty handbooks; correspondence with parents, community, vendors, volunteers, and DCSD personnel; maintaining attendance records for ERMS faculty; secure substitutes for the faculty of  ERMS and entering in the SubFinder System, distribution of incoming mail; operation and management of office and equipment; assist in preparation of honor roll and presidential award listing and ordering for these awards; assist in enrolling new students to ERMS, and other duties as assigned.
I have worked for the Dubuque Community School District since 1992. I started in the district as a behavioral disorder para-professional/office intervener and then transferred to the following positions: a clerical health/office para-professional, secretary, secretary/business manager.  I have worked and/or subbed in the following Dubuque Community School District buildings:

Central Alternative High School, Audubon Elementary, Prescott Elementary, Eisenhower Elementary, the Dubuque Community School’s Forum, John F. Kennedy Elementary, and Washington Junior High School.  
If I can be of assistance to you and your family, please do not hesitate to call me at 552-5003 or email me at: rshultz@dbqschools.org . 
 I wish you and your child a great year at ERMS!
