
 

Job Title: Administrative Assistant   Wage/Hour Status: Non-Exempt  

  to Communications Department      

 

Reports To: Associate Superintendent of  Pay Grade:  Clerical Para 07  

  Communications and Marketing  

   

Dept. /School: Administration Building   Date Revised:  03/22/2019 

 

 

Primary Purpose: 

 

Under the direction of assigned Associate Superintendent of Communications and Marketing, 

perform a variety of highly skilled, responsible, complex and confidential secretarial and 

administrative assistant duties to relieve the Associate Superintendent of administrative and 

clerical detail. Plan, coordinate and organize office activities and coordinate flow of 

communications for the assigned Associate Superintendent.  

 

Qualifications: 

 

Education/Certification: 

 High school diploma or GED 

 

Special Knowledge/Skills: 

 

Working knowledge of:  
 

 The District’s policies, procedures, and regulations.  

 Office practices, procedures, and equipment.  

 Oral and written communication skills.  

 Telephone techniques and etiquette.  

 Correct English usage, grammar, spelling, punctuation, and vocabulary.  

 Interpersonal skills using tact, patience, and courtesy. 

  

Ability to:  

 

 Perform a variety of secretarial and clerical duties using Microsoft Office and associated 

functions/features.  

 Provide information and assistance to District personnel, office personnel, parents, 

school personnel, and/or outside agencies relative to District programs and activities.  

 Compose routine correspondence and written materials independently.  

 Assemble, organize, and prepare records and reports.  

 Work confidentially with discretion.  

 

Experience: 

 

Five years of experience as an executive secretary, or four years of professional experience in 

business, education, or legal communications. 

 

 



 

Major Responsibilities and Duties: 

  

1.  Assist in monitoring, developing and maintaining department budget as assigned; maintain 

related records and prepare budgetary reports; prepare and process purchase orders, 

invoices, requisitions and other financial documents as directed; prepare invoices and billings 

for payment.  

2.  Compile information and prepare and maintain a variety of data, records and reports related to 

department operations, financial activity, student information, correspondence, attendance, 

agenda items, board meetings, personnel and assigned duties; ensure accuracy and 

completeness of data, records and reports; establish and maintain filing systems.  

3.  Compose highly complex confidential reports, spreadsheets and memorandums, 

independently or from oral instructions, note or rough draft; compose a variety of materials 

including inter-office communications, applications, requisitions, forms, letters, contracts, 

memoranda, bulletins, agenda items, handbooks, manuals and other materials; review and 

proofread a variety of documents.   

4.  Coordinate travel arrangements and make reservations as assigned; process related 

reimbursement forms.  

5.  Monitor inventory levels of office supplies and equipment; contact vendors to coordinate 

purchases and request product information; receive and maintain inventory of supplies and 

equipment as directed.  

6.  Perform a variety of highly skills, responsible, complex and confidential secretarial and 

administrative assistant duties to relieve the Associate Superintendent of administrative and 

clerical detail; plan, coordinate and organize office activities and coordinate flow of 

communications; ensure smooth and efficient office operations.  

7.  Receive, open, sort, screen and distribute incoming mail; open mail and compose responses 

independently as appropriate; prepare and disseminate informational packets and bulk 

mailings to the public and staff regarding various events and programs as assigned.  

8.  Work collaboratively and maintain effective working relationships with others in the course of 

work in assigned areas.   

9. Other duties as assigned.  

 

Supervisory Responsibilities:  

 

None 

 

Working Conditions: 

 

Mental Demands/Physical Demands/Environmental Factors: 

 

Work with frequent interruptions, maintain emotional control under stress. Repetitive hand motions; 
prolonged use of computer. 

Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a 

negligible amount of force constantly to move objects  

Indoors, in controlled environment. 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 

and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 

 

 

 


