Autauga County Board of Education
Personnel Department
153 West Fourth Street

Prattville, Alabama 36067

POSITION ANNOUNCEMENT
June 10, 2021
The Autauga County Board of Education is now accepting applications for the position of:   Administrative Assistant to the Board the Superintendent (Central Office)
Job Description:  Please see the attached Autauga County Board of Education job description for this position.
Qualifications:  Please see the attached Autauga County Board of Education job description for this position.
Effective Date:   July 1, 2021
Salary:  $41,446 - $52,191 (Based on experience and skill set)
Contract Length: 240 days (12 months)
Application Information: Go to http://www.alsde.edu/TeachinAlabama/ to complete the on-line application. On the Where do you want to work? page, click “Deselect All”. Then click on the “+” located next to the Alabama State Department Education check box. Click the box next to District 5 and click “+” next to the District 5 box. Then check the box for Autauga County. Complete all sections of the application; do not put “see resume´”.
Application Deadline:   June 25, 2021 or until filled
The Autauga County Board of Education is an equal opportunity employer and does not discriminate in employment on the basis of religion, race, color, sex, national origin, age or disability.  Minorities are encouraged to apply.

1 Attachment
1. Job Description

Administrative Assistant to the Board and Superintendent

POSITION TITLE:
Administrative Assistant to the Board and Superintendent

REPORTS TO:
Superintendent of Education

QUALIFICATIONS:

1. Post high school education

2. Prior secretarial experience

3. Experience in working with educational agencies

4. Strong computer skills

5. Effective Public Relation Skills

6. Such alternatives to the above as the Board may find appropriate and appropriate

JOB DUTIES:

1. Serve as Administrative Assistant to the Superintendent and Board of Education.

2. Prepares public notices, agendas and records minutes of conferences and meetings, including meetings of the Board of Education.

3. Maintain Superintendent schedule, handle telephone calls and visitors as requested.

4. Maintain and monitor all state required training for Board of Education Members.

5. Adhere to school system rules, administrative procedures, local board policy and state/federal rules and regulations.

6. Responsible for emergency notifications to all stakeholders at any time they may be need.

7. Maintains and revises board policies and procedures as needed.

8. Notifies proper agencies with proposed changes to policy, job descriptions and agendas/actions of the Board of Education.

9. Maintain professional growth and competence. 

10. Perform other duties as assigned.

JOB GOAL:
Provide confidential administrative assistance to the superintendent and board

or other central office administrators. Provide for and efficient and effective

operation so that the position will reflect positively on the operation of the 



school system.

