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Administrative Assistant for Student and Community Development

Employee Name (Print): _______________________________________


Reports To:	Asst. Superintendent for Student and Community Development
					
Dept/Campus:	Central Office							Paygrade:  	PP-6

Wage/Hr Status: 	Nonexempt								Date Revised:  July 2020


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION:
Ensure the efficient operation of the office of Student & Community Development.  Provide clerical and administrative support to the directors; maintain data, correspondence, development and frequent interaction with the community, parents, and staff.

QUALIFICATIONS:

Education/Certification:
High School Diploma or GED
Two years of college education preferred

[bookmark: _GoBack]Special Knowledge/Skills:
Knowledge of secretarial and administrative processes
Ability to use personal computer and software to develop spreadsheets, databases, perform word processing
Proficient skills in typing, word processing, and file maintenance
Effective organizational, communication, and interpersonal skills
Patient and calm demeanor 

Experience:
Two or more years of advanced secretarial experience with extensive contact with people
Prefer prior experience in public relations or community based related field

MAJOR RESPONSIBILITIES AND DUTIES:

1. Prepare correspondence, forms, and reports as assigned by the Assistant Superintendent for Student and Community Development.

2. Receive and properly route incoming calls and mail for the Student and Community Development Department.

3. Organized and maintain an accurate and efficient filing system.

4. Accurately maintain, update, and gather information for files, manuals, handbooks, newsletters, and logs as assigned.

5. Responsible for filing, travel arrangements, budget, and supplies for the department.

6. Prepare and maintain monthly criminal background report of all volunteers; ensuring submission of data to Assistant Superintendent for compilation for Board Reports.

7. Compile data for reports as assigned.(Ex. Volunteer hours, donations received etc.)

8. Type all documents and correspondence, and sign routine correspondence in supervisor’s name.

9. Provide regular feedback to supervisor.

10. Responsible for the sorting, labeling, and mailing of newsletters, volunteer cards, coupons, coupon request letters, thank you letters, etc. as assigned.

11. Maintain office budget and process requisitions and purchase orders for the student and community development department. Provide monthly report to supervisor.

12. Assist with coordinating Kids at Hope activities, Partners In Education parental involvement activities, VIPS meetings, other activities, and events. 

13. Assist with fund raising and community events such as Komen Race for the Cure, American Heart Walk, United Way, and other community trainings. Includes notifications, collection of funds, shirt orders, and maintaining records.

14. Schedule trainings, meetings, and maintain meeting minutes for the department.

15. Assist with planning of banquets, employee celebration, orientation, and various special events.

16. Be prepared to take initiative and work independently to accomplish the goals and needs of the department

17. Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions.

18. Maintain strict confidentiality.

Partners in Education/Kids at Hope/AVID/Character Education:

19. Collect and maintain records of monthly information received from the Partner’s in Education campus contacts.

20. Maintain Business Partners information such as agreements, renewals, and correspondence

21. Send thank you letters, invoices, and miscellaneous information to Business Partners and community on a timely basis.

22. Notify PIE Advisory Board Committee members of meeting and maintain minutes for meetings; serve on committee board.

23. Maintains accurate budgetary information from donations.  Enter requisitions, prepare deposits, categorize donations appropriately and maintain partners in education budgetary accounts.

24. Other PIE related duties as assigned; such as collecting and distributing coupons from Business Partners, maintaining records for Ready, Set, Teach students, and preparing information to be distributed to students’ college of choice for book scholarships.

25. Collect and maintain records of Kids at Hope activities, and character education activities, held on campuses.

26. Assist with the organization and preparation for AVID Mentor training.

27. Communicate with AVID Mentors their class dates and provide Assistant Superintendent with a monthly report to their attendance. 

28. Assist with notification and follow-up of volunteers for committees.


EQUIPMENT USED:
Computer, printer, calculator, fax machine, copier and multi-line telephone system.

WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to communicate effectively (verbal and written); maintain emotional control under stress;

Physical Demands:
Prolonged use of computer; ability to work with frequent interruptions; repetitive hand motions; ability to lift 50lb.




The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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