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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  EXECUTIVE ASSISTANT  

REPORTS TO:  Superintendent
SUPERVISES:  N/A

QUALIFICATIONS:


1. High school diploma or equivalent.
2. Minimum of three (3) years administrative secretarial experience or two years post secondary education.
KNOWLEDGE, SKILLS AND ABILITIES:

1. Ability to follow laws, regulations, and policies governing education in state and system
2. Excellent computer skills.
3. Excellent interpersonal skills.
4. Excellent organizational skills.
5. Excellent verbal and written communication skills.

JOB GOAL:

To assist the Superintendent administratively so that he/she may devote maximum attention to the operation of the school system and to plan and coordinate the collection of data at the system level.
PERFORMANCE RESPONSIBILITIES:
1. Act as an assistant in charge of Board relations and governance to the Superintendent of Schools.

2. Relieve the Superintendent of clerical details and operations and administrative matters.

3. Perform public relations functions with department heads, officials, personnel and visitors.

4. Coordinate meetings, conferences, and appointments.
5. Prepares all types of communications representing the Board and Superintendent.
6. Help prepare the Board agenda, summaries of agenda items for distribution, and board minutes.

7. Establish and maintain a thorough knowledge of School Board policies and procedures pertaining to School Board related matters.
8. Give public notice of and attend all meetings of the Board.

9. Revise and maintain School Board policy as directed by the Superintendent and Board.
10. Compose correspondence independently.
11. Maintains materials and supplies for the central office.

12. Creates requisitions and processes purchase orders as requested by Superintendent.

13. Maintain the ALSDE Education Directory for the system.

14. Schedule and maintain calendars for the system vehicles.

15. Maintain and ensure back-ups for Board minutes and other official documentation.

16. Maintain fundraiser calendar for the system.
17. Process GED correspondence.
18. Process and compile materials for meetings and maintain official records.

19. Manage and check student data collection for the district including maintaing files for each school year on attendance, enrollment, dropouts, Principal’s Attendance Register, SIR, transfers, and withdrawals.
20. Prepare the following 20-day reports:

· 20-day monthly attendance report.

· Student Indcident Report (SIR).

· Dropouts

· Attendance Report Summary by School

21. Prepare the following reports annually:

· Calendar of Attendance and Due Dates

· School Calendar

22. Prepare and maintain yearly school data.

23. Troubleshoot data entry errors.

24. Provide data information to central office and school administrators as requested.
25. Serve on school/system committees as assigned.

26. Participate in assigned training programs offered to increase skill and proficiency related to assignment.
27. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year.
It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
Last Revised: September 2015

