JCC School District Job Description
Administrative Assistant District Office
	JOB TITLE:     
 Administrative Assistant District Office
                

	General Duties:
The administrative assistant in the district office should be willing to provide assistance to the superintendent and school board, performing office functions, coordinating school board elections, making arrangements for board and faculty functions, and preparing agendas, postings and minutes.  The administrative assistant will also assist with activity fund accounts, food service deposits and accounts, and maintain an up-to-date filing system for all records. 

TITLE OF IMMEDIATE SUPERVISOR:
Superintendent of Schools


	GENERAL RESPONSIBILITIES

Description:

	Responsibilities:
Assists Superintendent as requested including but not limited to preparing correspondence, distributing contracts and agreements, maintaining files, and related duties as assigned.

Greets all visitors courteously and responds appropriately to requests for information.  Handles the public with respect and answers questions or concerns confidentially and professionally.  Answers phones and directs inquiries to the appropriate personnel. 

Screens incoming mail for superintendent as well as sorts and distributes all incoming mail for the district.  Prepares outgoing mail and delivers to post office daily.  
Maintains meter records to appropriate departments.  Order needed supplies and maintains an accurate inventory.

Edits, formats, and/or composes agendas, minutes, reports, or special projects for the superintendent, school board, appropriate schools, or individuals and disseminates such including public postings and printed media.  

Coordinates with custodial and technology staff in arranging for rooms, needed materials, etc., in preparation for administrative or committee meetings originating from the superintendent’s office.

Organizes and maintains the school board calendar and committees.  Assists board as requested.

Compiles, drafts updates, and publishes school district policies as approved by the school board.  Updates the district records and website to include updated policies.

Coordinates all school election activities in compliance with state laws, hires and supervises election judges, attends special election training, ensures timelines are met as well as state statutes are followed, handles the absentee ballot process, provides assistance to absentee voters, oversees the outreach for elections, publishes notices, prepares mailings and election materials.  Communicates with the county officials.  Handles all election duties for the school.
Assists with school closings in case of inclement weather or other emergency.  Sends instant alerts, posts notifications to social media, and news media. 

Performs and reviews volunteer background screenings for all chaperones, community education coaches and similar. Maintains database of volunteers.  

Coordinates Type III transportation training for staff members and keeps log of required documentation for the district.  Performs license checks on individuals.

Processes and manages van schedule as well as issues keys and instructions to personnel.  Accurately maintains van and driving records.

Maintains database of all open-enrolled students.  Processes and distributes information, as necessary, in regards to building records. 

Prepares food service deposits and delivers to the bank daily.  Accurately maintains records of deposits for all buildings for business manager.  Handles other daily banking needs as requested.
Handles all non-sufficient funds checks for the district with the bank and collection purposes.  Discretely contacts and collects funds.  Maintains record of accounts.

Drafts, coordinates and publishes the district bulletin annually.  Compiles information for each section.  Reviews and edits bulletin.

Compiles information for the Civil Rights Data Collection and enters data as required.
Prepares and balances event boxes for activities.  Prepares deposit for bank and accountant.  Maintains activity records and tickets.  Maintains game bags for appropriate funds.

Manages student activity accounts.  Writes checks and pays invoices as requested on verified claims.  Prepares and takes deposits.  Maintains accurate record of accounts and disseminate same to appropriate advisors.  

Maintains database of all home school children. Communicates home school guidelines and regulations to parents. Assures the district is in compliance with requirements.
Maintains spreadsheets for utilities and other projects for the business office.
Assists other offices in areas as needs arise including but not limited to covering main office as needed for breaks.  Assists payroll as needed including but not limited to entering timesheets.  Assists business office as needed including but not limited to balancing school auxiliary funds.

Performs other comparable duties of a like or similar nature as assigned.

Length of Contract:
Year round employee 


	JOB REQUIREMENTS:
Preferred but not required:  

· 3-5 years of previous administrative support experience, including experience supporting an administrator preferred. 

· Prior experience in an educational setting preferred. 

· Prior experience with accounting practices helpful.

· Advanced knowledge and application of computer skills and software programs and spreadsheet entry (office products - word and excel).

· Advanced ability to provide communications (verbal/written).

· Ability to inter-relate with others and present a positive interaction with public, peers and administration in all communications.

· Ability to vary sequence of duties.

· Ability to coordinate and provide work direction to others. 

· Ability to complete work with minimal work direction from supervising administrator. 

· Ability to provide for office management.
Work is performed in office setting. Position involves occasional stooping, frequent fingering keys for word processing and 10 key calculators, frequent repetitive motion in performing tasks, occasional lifting up to 30 pounds, and regular periods of sitting at computer.
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