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OFFICE ASSISTANT

Reports to: Varies according to assignment
Division: Varies according to assignment

Our ideal candidate

You are a dependable, punctual, caring professional, with well-developed communications skills who
uses tact, patience, and courtesy in a culturally sensitive manner. You are a hard-working professional
able to undertake a variey of office support tasks and work diligently under pressure. You can prioritize
tasks and are motiviated to complete work with minimal supervision. You are comfortable working with
a high degree of attention to detail as well as incorporating new and effective ways to achieve better
results. You are committed to providing the best service available to the Santa Barbara County
Education Office, school districts, employees, and students.

General description
Provide office support and administrative assistance requiring knowledge of County Education Office
policies, rules, regulations and procedures, programs, organizations and functions.

Specific duties and responsibilities

Assist in the organization of the assigned office assuring efficiency of operations and work production
Compose independently or from oral instructions letters and materials requesting or providing
information, including material of a confidential nature

Prepare correspondence, memorandums and other written materials from rough draft, clear copy or
verbal instructions

Collect statistical and financial data and back-up material in order to consolidate data and prepare
statistical, financial and administrative reports for review by management

May include registrar, student transition, and database entry as assigned

Interview callers both in person and on the telephone, screen and refer to other individuals as
appropriate

Provide information to a variety of individuals and groups as requested while interpreting and explaining
program policies, rules and procedures

Process office and administrative support details not requiring the immediate attention of management
Schedule appointments and coordinate arrangements for meetings, workshops or conferences
Prepare agendas and minutes, attending meetings and recording actions

Originate and independently prepare material for the manager’s approval

Maintain confidential information, records and files

Train and provide work direction to clerical assistants as assigned

Assist the program manager in the revision, preparation and distribution of a variety of documents
related to the assigned areas of the program or office
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May prepare and assist in the preparation of information and other documents for submission to the
County Board of Education for action

Monitor and audit budget expenditures, maintaining a variety of records, reports and files

Open, sort and route mail, responding to mail requiring routine response and composing other
responses for the review and signature of management

May prepare and assist in grant preparation and contract management

Maintain calendars for management as assigned, including scheduling appointments and arranging
travel accommodations

Oversee the ordering, inventory and distribution of office supplies and forms for the assigned program
including preparing purchase orders, invoices, travel claims and other related documents

Operate a variety of office machines such as typewriter, personal computer, terminal, printer, fax
machine, calculator, copier and other specialized equipment

Perform other job-related duties as assigned

Requirements
Education: graduation from high school including or supplemented by business or administrative
support courses

Experience: three years of increasingly responsible office experience; experience working in a public
education setting preferred

Knowledge and skills

e Knowledge of modern office practices, procedures and equipment

e Knowledge of personal computers and software applications such as Microsoft Office, Excel, and
Escape financial system

e Correct English usage, grammar, spelling, punctuation and vocabulary

e Knowledge of telephone techniques and etiquette that promote a strong sense of service to others

e Knowledge of financial and statistical record keeping including making arithmetic calculations
quickly and accurately

e Knowledge of digital and paper record keeping techniques

e Principles of providing work direction that promotes efficiency and production

o Effective oral and written communication skills

e Interpersonal relation skills using tact, patience and courtesy that promote a positive and respectful
work environment
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Abilities

Quickly acquire knowledge of County Education Office organization, operations, policies,
objectives, and programs

Interpret, explain and apply laws, rules, regulations and policies with relationship to the
assigned program or office

Analyze situations accurately and adopt an effective course of action

Understand and follow oral and written directions

Communicate effectively both orally and in writing

Demonstrate keyboarding skills and speed as required by the assignment

Operate a computer to enter data, maintain records and generate reports

Establish and maintain effective working relationships with others

Meet schedules and timelines

Train and provide work direction to others

Maintain records and prepare reports

Work independently with little direction

Work confidentially with discretion

Licenses and Certificates
May require a valid driver’s license, automobile insurance required by law, and the use of a dependable
automobile.

Working Conditions
Work is performed indoors with minimal exposure to health and safety hazards.

Salary range 67

Approved by the Personnel Commission: August 28, 1980

Revised: June 14, 1984
May 27, 1999
June 25, 2015
June 28, 2018
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