
POSITION DESCRIPTION

WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION


	Position Title:
Administrative Assistant to the Superintendent & Director of Business and Finance
	 Department:
 Superintendent and Business Office

	Immediate Supervisor’s Position Title:
Superintendent & Director of Business and Finance
	FLSA Status: 
Non-Exempt

	Job Summary:

Under the limited supervision of the Superintendent and the Director of Business and Finance, provides administrative office support to the office of the Superintendent as well as the Business office to assure the effective and efficient operation of the school district.



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES 
	· Serves as Receptionist to the office of the Superintendent and the Director of Business and Finance.
a) Receives visitors to Superintendent and Direct of Business and Finance’s office

b) Answers phone and screens calls.

c) Answers questions, assists visitors, and provides information or directs to appropriate staff as necessary.

· Provides administrative support to the Superintendent
a) Organizes appointment calendar and maintains schedule; makes appointments, as appropriate

b) Creates and distributes the District communication to all staff as per guidelines.

c) Sets up and maintains confidential files

d) Assists in maintaining district information and data according to records retention guidelines and data practices act.

e) Produces confidential correspondence, reports, notices, and meeting minutes.

f) Compiles information for the Board meetings; prepares agenda and minutes of board meetings.

· Prepares and disseminates district reports and manuals 

a) Coordinates and maintains School District Policy and Procedure manual; directs distribution of new and revised policies.  

b) Receives various reports, maintains files, and notifies Minnesota Department of Education. 

c) Organize preparation and submission of annual state reports.

· Provide administrative support to district programs
a)   Coordinates and maintains database and files for home schooled students; collects required notifications, report                                                    cards, immunization records, etc.; corresponds with parents/guardians regarding various District opportunities; coordinates annual testing
b)   Administers filing election notices, candidate filing, ballot preparation, financial reporting, canvassing, and certification of election results.

· Performs other related duties within the scope of the  position as assigned or requested to contribute to the efficient operation of  Willmar Public Schools




SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	REQUIRED EDUCATION/TRAINING

 (choose one)
	DEGREE INFORMATION:    

Type of degree: (B.S., M.A., etc.)

Associate’s Degree

	
	less than high school diploma
	

	
	High school diploma or GED.
	Major field of study or degree emphasis:  
Office Administration, Business Management, Accounting or related area

	
	1 year college
	x
	2 years college
	

	
	3 years college
	
	4 years college
	

	
	1st year graduate level
	Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:

· Maintaining confidentiality and ensuring adherence to Data Practices laws and Data Privacy laws.

· Office principles and practices of office administration and organization.

· District organization, programs and administrative policies and procedures.

· Fundamentals of parliamentary procedures.

· Fundamental of office organization, records retention and records management principles and practices.

· Data privacy, election, state open enrollment and home school laws.

· Election procedures and guidelines.

· District and Board procedures and policies 

· Familiarity with office equipment, computers, general office productivity software (i.e. word processing, spreadsheet, presentational software, email programs, etc.)

	
	2nd year graduate level     
	

	
	Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:

Minimum of 3 years secretarial and administrative support preferred.

	LICENSE/

CERTIFICATION
	Identify licenses/certification required upon hiring:  

None upon hire.  Election Clerk Certification and Notary License after employment.


	ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  


	
Skilled in:

· Customer service and human relations in assisting, screening, handling and dealing with informational requests of both district staff and the public.
· Using, applying, and performing word processing, database maintenance, web maintenance, spreadsheet creation and use of presentational, graphic programs or other office productivity software.
· Applying basic math skills in adding, subtracting, dividing, multiplying, calculating percentages, ratios or averages or percentiles.
· Organizing, making arrangements for, and carrying out departmental projects, coordinating events and activities with minimal direction in accordance with established management, departmental operations, and work methods.
· Applying judgment, discretion and initiative in addressing job functions in accordance with policies, procedures and rules of the district and administrator directives.


	RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 



	
	Titles of Positions Directly Supervised
	# of Employees

	1
	
	

	TOTAL
	0


	INDIRECT SUPERVISION:

	Number of employees indirectly supervised:
	Total: 

0


	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:

Work is performed in a typical school district office setting where the employee is exposed to minimal environmental or physical hazards or risks associated with performing the requirements of the job.


	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Employee is required to:
	Never
	1-33%

Occasionally
	34-66%

Frequently
	66-100%

Continuously

	Stand
	
	X
	
	

	Walk
	
	X
	
	

	Sit
	
	
	
	X

	Use hands dexterously (use fingers to handle, feel)
	
	
	
	x

	Reach with hands and arms
	
	X
	
	

	Climb or balance
	X
	
	
	

	Stoop/kneel/crouch or crawl
	X
	
	
	

	Talk or hear
	
	
	
	X

	Taste or smell
	X
	
	
	

	Physical (Lift & carry):                                               up to 10 pounds
	
	
	X
	

	up to 25 pounds
	
	X
	
	

	up to 50 pounds
	X
	
	
	

	up to 75 pounds
	X
	
	
	

	up to 100 pounds
	X
	
	
	

	more than 100 pounds
	X
	
	
	


	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Physical requirements associated with the position can be best summarized as follows:


Sedentary Work:

 Exerting up to 25 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or negligible amount of force frequently or constantly to lift, carry, push and pull or otherwise move objects in the performance of the job.  



SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________

____________________

Department Head’s Signature







                              

Date

Classification History:

   Description created January 2019
  Date Board Adopted:__________________





This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to a reasonable accommodation for individuals with a disability.
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