
ADMINISTRATIVE ASSISTANT/SUPPORT SERVICES 
JOB DESCRIPTION 

 Date:  July 1, 2012 
  

QUALIFICATIONS: 1. High School Graduate  
2. Education and/or secretarial experience necessary 

to keep records accurately and efficiently 
3. Proficiency in typing, word processing, filing, and 

general office skills 
4. Demonstrated competence for assigned 

responsibilities 
5. Experience in public contact work and/or 

educational setting preferred 
6. Demonstrated proficiency in the use of personal 

computers required; knowledge of Microsoft 
software, Windows, Excel spreadsheet, data bases, 
Microsoft Word, etc. 

7. Demonstrated successful record of confidentiality 
and handling of confidential material. 

8. Such additions to the above qualifications as the 
Board and administration may find appropriate and 
acceptable 

 
REPORTS TO:  Coordinator of Support Services and/or Superintendent 
 
JOB GOAL:      To assist with and relieve Coordinators  of paperwork 

so that they may devote maximum attention to the 
affairs and administration of the District; to 
contribute to a positive atmosphere by offering 
pleasant, accommodating services from the district 
office to parents, students, staff and community 
patrons 

 
PERFORMANCE RESPONSIBILITITES: 
 
1. Appreciates the worth and dignity of each individual and treats 

each one with respect and tolerance. 

2. Conducts a strong district office public relations program to 
include courteous telephone procedure, service-oriented public 
contact, and pride in document production. 

3. Serve as a member of the district office administrative assistant 
team; work cooperatively with coordinators, building-level 
administrators, secretaries, teachers and support personnel. 

4. Assist with the overall function of the district administrative 
office and work load. 

5. Performs general secretarial duties as requested. 

6. Answers the central office telephone, responds appropriately to 
requests for information, and delivers messages as needed.  

7. Greets all visitors promptly and courteously, determines their 
needs, checks appointments, and directs them to the appropriate 
office or staff member. 



 

8. Assists in maintaining an attractive and comfortable reception 
area.  

9. Compile information and documents; assemble and distribute 
information as requested. 

10. Maintains a regular filing system and processes correspondence as 
requested. 

11. Maintains a schedule of appointments and makes arrangements for 
conferences as requested. 

12. Maintains appropriate confidentiality when entrusted with personal 
information pertaining to staff members or students. 

13. Orders and maintains office supplies as needed. 
14. Knowledge of and being prepared to act in accordance to district 

and school emergency procedures. 

15. Participates in in-service training programs as requested. 

16. Performs such other duties as may be assigned by his/her assigned 
Coordinator and/or Superintendent. 

17. Keeps an accurate accounting of District keys, checks keys out to 
visiting contractors with the appropriate paperwork.  Creates and 
activates electronic keycards for new employees. 

18. Orders supplies and maintain an inventory for the District 
warehouse. 

19. Schedule WEN (Wyoming Education Network) videos for the 
Administration Office WEN site. 

20. Organize monthly fire reports for the annual inspection by the 
State Fire Marshal. 

21. Prepare legal advertising for facility bids and quotes. 

22. Act as a back-up to the Administrative Assistant of Transportation 
upon her/his long term absences. 

 

 

TERMS OF EMPLOYMENT: Employed at-will.   Salary, hours and length of 
employment determined as needed.   May be eligible 
for benefits as outlined in the District’s 
Administrative Regulations/Operational Procedures. 

 
EVALUATION:       Performance of this job will be evaluated annually 

by the Coordinator of Support Services with input 
from Superintendent.  

 
 

 
 
 
 


