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SSonoma County Office of Education – Job Description 
══════════════════════════════════════════════════════ 

Classified 

SENIOR DIVISION SUPPORT ASSISTANT – EQUITABLE 

EDUCATION SERVICES DIVISION 

Definition: 

This position supports a large division through a variety of highly specialized administrative support duties 

in support of an organizational unit with multiple departments. This position performs all duties with the 

highest level of customer service and is an integral part of all departments in the division.  Executes complex 

clerical duties that are frequently completed in an environment of constant interruptions. The Senior 

Division Support Assistant coordinates the flow of information among internal work teams and collaborates 

with external partners.  Provides assistance for division staff as it relates to technology and use of computer 

systems.  Advises and may distribute work to other support staff. Work activities include, but are not limited 

to: development and administration of office work flow systems; independent research; assistance in budget 

development and monitoring; general record keeping; and coordination of programs, meetings, and projects 

that involve other work teams and departments. This position serves as a liaison to departments within the 

division as well as throughout the organization. 

Distinguishing Characteristics: 

Advancement to this position would require compliance with the qualifications of the position and the 

successful candidate demonstrate the following competencies: ability to deal with sensitive information; 

in-depth proficiency in word processing, spreadsheet, relational databases, and graphics media; and the 

ability to coordinate multiple projects requiring information from other sources. Successful candidates have 

the ability and expertise in coaching, training, and guidance of staff.  Incumbents in this position require 

the ability to exercise considerable independent judgment and initiative in order to respond appropriately 

to situations as they arise.  This position is required to be a leader in organizing, coordinating, and 

implanting division and agency procedures.  The next level in the career path would be to an executive-

level administrative position. The successful candidate works well with groups and organizations outside 

of education; has superb collaboration skills; demonstrates a sense of humor and love of learning; has 

demonstrated initiative in previously held positions; is self-directed; and wants to be a part of a 

collaborative, multi-department, innovative team. 

Supervision Exercised and Received: 

This position is supervised by a Deputy Superintendent, Assistant Superintendent, senior-level Director, or 

Manager.  May exercise partial leadership over other clerical staff. 

Example of Duties and Responsibilities: 

Duties and Responsibilities may include, but are not limited to, the following: 
• Serves as the senior-most administrative support to a division with multiple departments, 

performing technical and highly complex administrative duties involving the use of independent 

judgment, proper handling of confidential information, and an understanding of departmental and 

divisional functions and procedures. 
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• Maintains budget records and files. Prepares and inputs accounting forms such as purchase orders, 

work orders, warehouse requests, budget and staffing requests. Receives and processes accounts 

payable, receives periodic printouts of financial activity and prepares summary reports.  Assists in 

the budget development process by gathering and compiling required information. 

• Calculates conference and mileage expense claims and requests for reimbursements for payment 

as pertains to assignment. 

• Receives orders and processes purchase orders (PO) for payment, tracks balances of “open” POs, 

prepares a PO change request when necessary and tracks balances of multiple accounts on a PO. 

• Creates and tracks invoices as needed for MOUs, service agreements, contracts, etc. 

• Processes service agreements with school districts for the division. 

• Processes Cal Card receipts and necessary documentation for division cardholders.  Ensure proper 

policies and procedures are adhered to by staff who use the Cal Cards. 

• Develops procedures to align with the new departmental, divisional, and organizational policies.  

• Develops and maintains a working knowledge of special terminology related to the function to 

which assigned. 

• Independently composes and distributes common correspondence and routine forms. 

• Receives walk-in guests and telephone inquiries from a variety of individuals.  Initiates and receives 

telephone calls and emails, provides information and resolves matters as appropriate, or routes 

inquiries as necessary. 

• Coordinates and schedules meetings as directed.  Prepares schedules and informs participants, 

confirming dates and times. 

• Makes travel arrangements as directed for individuals and groups within the division as well as 

external partners. Coordinate group travel when necessary. 

• Attends informational meetings as assigned to represent the department, occasionally in place of a 

department director or manager.  Records, transcribes and distributes minutes of proceedings as 

directed. 

• Coordinates the documentation and word processing of performance evaluations.  Tracks work-in-

progress to assure timely completion of reviews.   

• Maintains committee records, assists in the preparation of divisional reports by gathering and 

summarizing information from a variety of sources.   

• Performs administrative duties and coordinates for special projects or events involving multiple 

departments and/or locations. 

• Prepares technical reports such as those related to performance outcomes, program compliance, 

schedules, etc., using databases or spreadsheets to support work.  Maintains up-to-date records of 

information to support reports, creates, edits and distributes reports for final review.   

• Inputs information onto relational databases as required.  Updates information and maintains data 

files.  Accesses relational databases for business and education support to extract information and 

reports supporting research and special requests. 

• Receives, prepares, handles and stores confidential information pertaining to SCOE or assigned 

department.  Maintains confidentiality. 

• Creates and maintains records of technology and fixed assets within the division. 

• Maintains student records and fulfills records requests. 

• Maintains records of staff locations in the event of an emergency. 

• Works collaboratively with the Superintendent’s office to maintain and updated pages on the 

organization’s website, create internal and external communications, booking conference and 

meeting spaces, etc. 
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• Assists with onboarding of employees new to the division and items pertaining to employee 

separation. 

• Interacts with county office and district administrators and staff on a regular basis to coordinate 

activities and events. 

• Maintains and organizes division office and event supplies.  Coordinates use of event supplies by 

other departments/divisions within the organization. 

• Creates and manages a system for internal staff and guests to reserve functional meeting spaces for 

virtual and in-person meetings. 

• Creates and leads the technical side of virtual meetings and events. 

• Stays up to date on current events and workshops happening within the division and organization. 

• Performs other duties as required to accomplish the objectives of the position. 

Employment Standards: 

 

Knowledge of: 

• In-depth knowledge of office practices, procedures and equipment, calendaring, receptionist and 

telephone techniques, and letter and report writing.   

• Working knowledge of those activities associated with accounting, budget and payroll transaction 

processing and statistical record keeping.   

• Working knowledge of personal computer based software programs that support this level of work, 

including but not limited to electronic newsletters, word processing, spreadsheet, relational 

databases, presentation graphics and data entry onto custom databases.   

• Thorough knowledge of proper English usage, grammar, spelling, punctuation and 

proofreading/editing.  

• In-depth knowledge of all aspects of event preparation and planning in order to train new event 

support staff. 

• Sufficient math skills to compute sums, products, ratios, decimals and percents. 

• Extensive knowledge of and skill in using and troubleshooting various standard office machines, 

including personal computers with word processing, database, desktop publishing and spreadsheet 

applications. 

• In-depth knowledge of virtual meeting platforms. 

• Sufficient human relations skill to communicate technical concepts and sensitive issues to others 

and convey a positive, service-oriented image of the department. 

• Experience working with and fostering and working relationships with multiple external partners, 

agencies, districts, etc. 

• Sufficient problem solving skills to operate from an objective and develop sequenced action plans 

for completion of all phases of an assignment. 

• In-depth knowledge of procedures sufficient to explain to others. 

• Safe work practices. 

• Experience coordinating calendaring and travel arrangements for a senior-level manager and/or a 

team of managers.  

• Experience with and knowledge of professional development offerings. 

 

Ability to: 

• Perform all of the relevant duties of the position with only minimal supervision.  

• Coordinate and perform complex office work with speed and accuracy. 
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• Interpret, explain, and apply knowledge of SCOE and divisional organization, operations, 

programs, functions and special department terminology.  

• Compile and maintain complex records and prepare routine reports.  

• Maintain confidential and sensitive written and oral information. 

• Analyze situations accurately and institute an effective course of action. 

• Communicate with a wide range of contacts within and outside of the County Office of Education 

with tact, diplomacy, and courtesy, and in a manner that reflects positively on the division and the 

County Office of Education. 

• Adapt and demonstrate flexibility and initiative in difficult situations. 

• Operate a computer, printers, and software that includes, but is not limited to, word processing, 

complex spreadsheets, custom relational databases, desktop publishing and graphics composition. 

• Analyze technical and complex problems and to develop and apply appropriate solutions.   

• Read, understand, interpret, and apply information from contracts and state, federal, and local laws 

and regulations.  

• Write complex correspondence in a professional manner with an understanding of targeted 

audience. 

• Collaborate with other staff members of varying levels to accomplish projects.  

• Prioritize work in order to meet multiple deadlines, maintain schedules, and coordinate workload 

and schedule with administration. 

• Manage the work flow of multiple employees. 

• Work effectively as part of a team devoted to customer service. 

 

Computer Skills: 

• Intermediate desktop publishing, including the ability to create a desktop publishing document, 

import text and graphics, create master pages and page numbers, spell check, work with basic page 

layout and design, use the toolbox and palettes 

• Intermediate Internet usage including the ability to view web pages, use a search engine, bookmark 

a site, download a file, print out web pages, copy text, edit bookmarks, print web pages and observe 

copyright regulations 

• Maintains website for projects and department/division. 

• Advanced Word Processing skills. 

• Advanced Database skills, such as the ability to sort and retrieve records; create layouts and reports; 

create and print mailing labels; perform mail merge for form letters; add, edit, delete fields and 

records; and work with relational databases to create reports and lists 

• Advanced spread sheet skills, including the ability to insert formulas and mathematical 

calculations; create workbooks; use multiple worksheets; format and print worksheets; sort lists; 

and create graphs and charts 

• Advanced email skills, including the ability to edit preferences; customize tool bar, create folders, 

use automatic reply and forward, and use multiple user accounts and settings.  

• Expert calendaring skills, including the ability to manage multiple calendars, input events, include 

relevant information, send invitations to attendees, etc. 

Education and Experience: 

Any combination of education and experience that would provide the knowledge and abilities is qualifying.  A typical 

way to obtain the knowledge and abilities would be: 
 

Education: 
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• Completion of high school; one year of business school or equivalent preferred. An Associates 

degree in a business or related discipline is preferred. 

 

Experience: 

• Four years of increasingly responsible administrative work for a senior-level 

manager/director/department head, preferably in an education or public service environment.  

Additional experience may substitute for education. 

 

Physical Abilities: 
The physical abilities described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job.   

• The position requires ordinary ambulatory ability to retrieve work materials, intermittent walking, 

standing, stooping, and carrying and lifting of light weight materials (under 20 pounds).   

• Requires visual acuity sufficient to recognize people, words, and numbers.  

• Requires hand-eye-arm and finger dexterity to use a personal computer keyboard, ten-key, and 

other common office equipment.   

• Requires speaking and hearing ability sufficient to hear over phone and carry on routine 

conversations. 
 

Work environment: 

• Work is performed in an office environment with minimal exposure to health and safety 

considerations. 

 

Other Requirements: 

• Must be fingerprinted and satisfactory Department of Justice and Federal Bureau of 

Investigation records checks must be received by Sonoma County Office of Education, prior to 

employment. 

• TB testing will be required upon employment.  

• Must pass a pre-employment physical (if applicable). 

• Visual acuity sufficient to read manuals, video display screens, and other related material and work 

at a computer screen frequently and throughout the day. 

• May be required to obtain first aid and CPR certificates within the first 6-12 months of employment. 

• May be required to drive with or without students; some positions may require a current California 

driver license, proof of insurance, and possible participation in the DMV Pull Notice Program once 

employed.  

 

Other: 

• Adopted:  April 22, 2024 

• FLSA Status:   Non-Exempt 

• Bargaining Unit:  SEIU 

• Approved by:  Personnel Commission 

 


