JOB DESCRIPTION

Administrative Asst. for 

Superintendent and Board of Trustees

Page 2

Administrative Assistant to the Superintendent 

and Board of Trustees
Employee Name (Print): _______________________________________
Reports To:

Superintendent

Dept/Campus:

Central Office





Paygrade: PP-8
Wage/Hour Status: 
Nonexempt





Date Revised: December 2014
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Ensure the efficient operation of the superintendent’s office and provide clerical services to the superintendent and board of trustees. Work under general supervision and direct the work of clerical employees assigned. Handle confidential information and frequent contact with all levels of district employees, outside agencies, and the general public.

QUALIFICATIONS:
Education/Certification:
High School Diploma or GED

Two years of college preferred

Special Knowledge/Skills:
Proficient typing, word processing, and file maintenance skills

Knowledge of school district organization, operations, and administrative policies

Excellent organization, communication, and interpersonal skills

Ability to use personal computer and software to develop spreadsheets, databases, and perform word processing

Calm and patient demeanor

Experience:
Three years or more of advanced secretarial experience with extensive contact with people

Prefer prior experience in executive office of public school district

MAJOR RESPONSIBILITIES AND DUTIES:

1. Prepare and post official board agenda and records.

2. Record minutes of executive staff and board meetings as required.

3. Collect, organize, copy, and bind all materials for board meetings; distribute to board members.

4. Type all correspondence, memoranda, and reports for superintendent.

5. Compile information and prepare reports as needed.

6. Distribute board materials to administrators, principals, and media.

7. Schedule appointments and maintain superintendent’s calendar.

8. Greet visitors and respond to routine inquiries from staff and public; refer appropriate inquiries or problems to superintendent or appropriate staff member.

9. Answer incoming calls and handle questions from public, outside agencies, board of trustees, and staff.

10. Organize and manage routine work activities of the executive office.

11. Maintain physical and computerized files, including board minutes and closed session records.

12. Assist with travel arrangements for board members and administrators as needed, including making hotel reservations and turning in conference registration forms.

13. Review, organize, and distribute mail.

14. Proof and edit correspondence from superintendent’s office, public information office, and other administrators as requested.

15. Attend monthly meetings of the Board of Trustees and take minutes. 

16. Prepare adopted updates of Board policies and distribute to all appropriate personnel.

17. Prepare Board Briefs (summary of action taken) after each board meeting and distribute as required.

18. Communicate effectively with public concerning complaints or concerns and route concerns to appropriate administrative personnel.

19. Maintain strict confidentiality.

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

EQUIPMENT USED:

Personal computer, typewriter, printer, copier, fax machine, Dictaphone, calculator, GBC image maker

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:
Work with frequent interruptions; ability to communicate effectively; maintain emotional control under stress

Physical Demands:

Repetitive hand motions, occasional prolonged and irregular hours, ability to lift 50 lbs.

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

Employee






Date
Supervisor






Date

Texarkana Independent School District    •    4241 Summerhill Road    •    Texarkana, Texas   75503
Texarkana Independent School District    •    4241 Summerhill Road    •    Texarkana, Texas     75503

