Southern Kern Unified School District
Position Description

Position Title: Administrative Assistant, Educational Services
Department:  	Educational Services
Reports To:   	Associate Superintendent - Educational Services
Prepared By:	Human Resources	 	Date:  September 18, 2015
Approved By:	Board				Date:  September 23, 2015

SUMMARY:  Assists the Associate Superintendent - Educational Services by performing administrative assistance.  Functions as a liaison between client-parents, professional support staff and the California Department of Education.  Maintain communications with many school districts serving our students.  Maintains confidential student records such as student discipline files.  Arranges specialized transportation needs with transportation department.

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned.
· Takes in-service training as stipulated by contract
· Greet visitors
· Patience in dealing with parents and students
· Maintain confidentiality – both with student, parent and employee matters
· Ability to communicate clearly and concisely, both orally and in writing
· Types correspondence such as letters and memos, reports, forms, and other duties as required by the Associate Superintendent
· Answers routine telephone inquiries regarding department programs and procedures
· Takes messages and routes other telephone calls
· Maintains general office files and special project files, processes and completes bi-annual mandated reports
· Sets up and maintains all necessary files for all special projects, including the collection of data required for state and federal applications, compliance, comparability, program reviews, evaluations, final reports, and SARB
· [bookmark: _GoBack]Prepare and coordinates distribution of annual parent/student notifications and rights
· Operates standard office equipment
· Orders materials and equipment for office and department
· Liaison for parents, schools and staff
· Assists in preparation of student records for legal proceedings
· Operates office equipment such as copiers, calculators, typewriters and computers
· Operates a computer and related software, i.e. word processor, database, spreadsheet, presentation software, etc.
· Update and maintain the state and district curriculum frameworks, outlines and instructional materials listing
· Assists in organizing and arranging group meetings, and maintain a calendar of events
· Assists in coordination and processing district test materials
	
QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE: 
· Equivalent to the completion of the twelfth grade, high school diploma or GED
· One year of related experience and/or training

LANGUAGE SKILLS:  
· Ability to read and interpret documents, applications, and regulations operating and maintenance instructions, and procedure manuals.
· Ability to write routine reports and correspondence. 
· Ability to speak effectively before parents, staff and students.

MATHEMATICAL SKILLS:  
· Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals. 
· Ability to compute rate, ratio and percent.  
· Ability to draw and interpret bar graphs. 

REASONING ABILITY:  
· Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  
· Ability to deal with problems involving a few concrete variables in standardized situations.

OTHER SKILLS and ABILITIES: 
· Ability to pass a typing test at 35 words per minute. 
· Ability to develop effective working relationships with students, staff and the school community.  
· Ability to communicate clearly and concisely, both orally and in writing.  
· Ability to perform duties with awareness of all district requirements and Board of Education policies.

PHYSICAL DEMANDS: 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 may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit, talk and hear. The employee is occasionally required to stand, walk and reach with hands and arms.  The employee must occasionally lift and/or move up to 20 pounds.  Occasionally the employee will type for long periods of time.  Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.  

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.  The employee continuously interacts with the public and other staff and occasionally meets multiple demands from several people.
