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DEFINITION 

To provide responsible confidential administrative duties for Executive Administration which includes 
the Offices of Superintendent, Assistant Superintendent, Director of Strategic Initiatives, Ombudsman, 
and School Board office. 

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from an assigned supervisor and may receive functional and technical supervision 
from higher level office support staff. Methods of performing tasks are the responsibility of the 
employee so long as they are performed within established policies and procedures. Work is reviewed 
only periodically to assure conformance with standards and to measure results. 

EXAMPLES OF DUTIES - May include, but are not limited to, the following: 

Monitors the annual budget for Executive Administration and the School Board office.  Maintains all 
fiscal records for Executive Administration.  Reconciles fiscal charges and balances with expenditure 
reports.  Creates spreadsheets and reports of fiscal information as required. 

Maintains confidential legal billing records, creating summaries, breakdowns and spreadsheets for 
presentation to supervisors.  Processes payment of billings, keeping backup information in confidential 
files. 

Processes all expenses for Executive Administration, preparing necessary fiscal forms.  

Compiles and summarizes data sets, as related to monitoring the District Strategic Plan, as directed by 
the Superintendent or Executive Administration. 

Coordinates day to day information for Executive Administration (mail, calls, etc.), reads as much 
information as possible to be familiar with any issues. 

Serves as a resource and liaison for incoming calls regarding the School District, Executive 
Administration and/or School Board. 

Interprets and explains department and district policies, rules and regulations in response to inquiries, 
as appropriate. 

Completes research and/or project-based tasks as directed by the Superintendent or Executive 
Administration. 

Sorts all mail for Executive Administration, making decisions on handling, referring and prioritizing all 
correspondence. 

Provides support for Executive Administration, primarily the Superintendent and School Board offices, 
assisting the Management Assistant to the School Board as necessary.  
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Plans and organizes the distribution of School Board agenda and related materials to Board members, 
schools, departments, community and business organizations, media, parents and other citizens. 

Reviews materials for completeness and accuracy.  Distributes agendas, develops and maintains 
mailing list. 

Provides support to individual Board members and other department staff as requested, including 
researching topics, compiling information, and developing reports and summaries. 

Develops procedures for maintaining official and permanent records for all School Board and School 
Board committee meetings. 

Prepares School Board records for scanning and maintains files of scanned materials. 

Maintains a variety of files including reference materials, office manuals, correspondence, complaints, 
incidents, etc.; and updates organizational systems as necessary. 

Organizes and coordinates conferences, workshops, meetings, and other travel arrangements as 
necessary for the School Board, Superintendent, and/or Executive Cabinet.  

Maintains publications and memberships for Superintendent and Board Members. 

Schedules appointments as necessary for Superintendent. 

Maintains and cross-references School Board and Cabinet calendars. 

Develops or revises office procedures as necessary. 

Under direction, signs routine correspondence and other official documents, which the School Board or 
Superintendent has previously authorized. 

Composes routine correspondence for Superintendent and School Board offices as necessary, typing 
and updating a variety of written materials. 

Proofreads and edits a variety of materials from Superintendent’s and School Board offices. 

Types high volume of written material including letters, minutes, reports, agendas, statistical data, charts 
from rough draft, or verbal instructions; types, proofreads and processes documents.  

Assists or assumes duties of other Executive Administration staff as necessary when assistance is 
required or during vacation periods.  

Performs other related duties as required by Executive Administration. 

MINIMUM QUALIFICATIONS 

Knowledge of: 

Work organization and research techniques sufficient to collect, analyze, and interpret data.  

English usage, spelling, grammar and punctuation. 

Modern office methods, procedures and office computer hardware and software.  
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Principles and practices of business letter writing. 

Record keeping principles and procedures. 

Ability to: 

Quickly acquire a working knowledge of departmental policies and procedures. 

Perform secretarial and administrative support functions requiring independent judgment, decision-
making and problem solving. 

Research information and compose memos, letters and other correspondence. 

Summarize sets of data. 

Plan, organize, prioritize and complete a high volume of work in a timely and efficient manner. 

Operate a computer to enter, revise, and retrieve information, or for word processing and data 
collecting capabilities. 

Analyze situations carefully and adopt effective courses of action.  

Interpret and apply department policies and procedures. 

Compile information, maintain extensive records and prepare reports.  

Communicate clearly and concisely, both orally and in writing. 

Establish and maintain effective working relationships with those contacted in the course of 
work.  

Ability to work flexible hours, attending early morning or evening meetings as needed. 

EXPERIENCE AND TRAINING 

Any combination of experience and training that would provide the required knowledge and abilities 
is appropriate. A representative way to obtain the required knowledge and abilities would be: 

Experience: 

Three years of responsible analytical and technical program support experience. 

Training: 

Equivalent to an Associate’s degree from an accredited college or university with major course work in 
business, public administration, education or related field. 


