BEAUFORT COUNTY SCHOOLS JOB DESCRIPTION
JOB TITLE: ADMNINISTRATIVE ASSISTANT TO SUPERINTENDENT/

PUBLIC INFORMATION OFFICER

GENERAL STATEMENT OF JOB

Under general supervision performs a wide variety of administrative and technical
functions involving public contact and office management duties as an assistant to the
Superintendent as well as duties as the Public Information Officer. Most actions are
directed by the general policies and precedents of the system or by own judgment. Within
the limits of the employee's assigned authority, the employee is expected to analyze and
resolve problems independently. Work involves receiving and transcribing confidential
correspondence, screening and independently handling a variety of inquiries by telephone
and in person and maintaining a variety of records and files. Employee is responsible for
explaining program policies and procedures, and for disseminating information to the
general public pertaining to the operation of the school system. Employee is also
responsible for managing data and providing specialized information.

ESSENTIAL JOB FUNCTIONS

Communicates with NC Department of Public Instruction, NC School Board Association,
local and state officials, parents and students.

Attends all Beaufort County Board of Education meetings to take minutes, transcribe
notes, assist with the agenda and assist individual board members with conference
registration, etc.

Maintains Board of Education policies and updates.

Serves as the District’s primary point of contact for local, state, and national media outlets
including, but not limited to, television, radio, and/or newspaper outlets.

Maintains District Facebook communications.

Maintains District electronic signage and aids schools for operation and troubleshooting
for their electronic signage.

Facilitates BCS marketing with local newspaper, radio, and billboard companies.



Facilitates Teacher of the Year selection process and district celebration.
Facilitates Principal of the Year selection process.
Maintains mass communication phone message system, including training.

Works to ensure the integrity of the district’s website including the timeliness accuracy of
presented information.

Assists with Beaufort Education Foundation Advisory and United Way Campaign.

Manages the superintendent’s appointment calendar; arranges travel schedules, makes
reservations and prepares travel vouchers and expense reports for the superintendent
and/or Board of Education.

Writes, edits, prepares, or coordinates the preparation of correspondence, reports, charts,
graphs, and other printed materials; researches content items for precedents, correctness
of presentation and applicability.

Prepares agenda for administrative meetings; handles proceedings for planning major
meetings; attends meetings, takes minutes or notes and follows through on matters
requiring correspondence.

Screens and routes materials according to content of communications; routing duties
require detailed knowledge of organizational operations and individual staff member's
assignments and status of work.

Composes responses to incoming correspondence and composes letters and
memorandums for the superintendent’s review.

Reviews and ensures accuracy of outgoing correspondence, records, and/or reports.
Receives and responds to inquiries and/or directs inquiries to other departments.

Answers questions from employees concerning policies, procedures or deadlines; explains
the use of records or information.

Attends meetings, hearings, or conferences as a participant or as staff.
Administers assigned special, recurring or regular projects; completes reports as needed.
Files and retrieves materials based on full knowledge of organization and activities.

Summarizes information for standard reports; selects data from varied sources.



Assists in monitoring departmental or program budgets, gathers pertinent data, analyzes
requests, and processes technical information.

Maintains departmental personnel, financial, and/or activity records; acts as a point of
contact for the department served and provides information or refers inquiries to proper
personnel.

Prepares budget documentation and related paperwork for departments.
Performs related work as assignhed by the superintendent.

MINIMUM TRAINING AND EXPERIENCE

Graduation from high school with at least 10 years of progressively responsible experience
in secretarial and administrative work, including office management with experience in the
operation of computer-driven word processing, spreadsheet and file maintenance
programs preferred; or completion of an associate's degree program in secretarial science
or business administration with at least 6 years of experience in secretarial and
administrative work, including office management; or graduation from a four-year college
or university, preferably with a major in business administration, public administration or a
related field and 1 - 3 years of experience in a related field; or an equivalent combination of
experience and training.

KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of the operations and activities of the department.
Thorough knowledge of and ability to use grammar, vocabulary, spelling and punctuation.
Thorough knowledge of office practices and procedures.

Considerable knowledge of common word processing, spreadsheet and file maintenance
programs.

Considerable knowledge of the principles of organization and administration.
General knowledge of computers and peripheral equipment.

Skill to operate a computer.

Ability to work independently with little guidance.

Ability to maintain confidential information.



Ability to interact and deal with the public in a professional manner.
Ability to generate correspondence and reports independently.
Ability to operate common office machines.

Ability to plan and prepare meeting agendas.

Ability to sort and distribute documents.

Ability to maintain complete and accurate records and to develop standard reports from
those records.

Ability to respond to questions based on considerable knowledge of the department.
Ability to understand and follow oral and written instructions.
Ability to type accurately at a moderate rate of speed.

Ability to establish and maintain effective working relationships as necessitated by work
assignments.

The preceding job description has been desighed to indicate the general nature and level of
work performed by employees within this classification. It is not designed to contain or be
interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications
required of employees to this job.



