
JOB DESCRIPTION 

ADMINISTRATIVE ASSISTANT/BUILDING 
 Date:  April 19, 2007 

  
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., highly preferred 

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:  Building Principal  
 
JOB GOAL:      To assist with and relieve administrative 

supervisor(s)of paperwork so that he/she may devote 
maximum attention to educational administration; to 
contribute to a positive school atmosphere by offering 
pleasant, accommodating services from the school 
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 school public relations program to include 
courteous telephone procedure, service-oriented public contact, 
and pride in document production. 

3. Performs general secretarial duties for the building 
administrator(s). 

4. Assists with the promotion of effective school/community relations 
by keeping school personnel and public well-informed about school 
activities.  

5. Handles routine office duties which may include, but are not 
limited to, answering office telephone, responding appropriately 
to requests for information, delivering messages as needed, 
distributing mail, and typing and filing correspondence as 
instructed.  



 

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

7. Maintains various building records which shall include, but not 
limited to, staff absences, current enrollment lists, substitute 
registers, monthly payroll sheets, monthly average daily 
attendance reports, term summaries, and various reports. 

8. Schedules appointments, substitute teachers, meetings, etc., as 
instructed by the building administrator. 

9. Compiles data for and types the various forms and reports required 
by State and Federal agencies as directed by the building 
administrator. 

10. Types and disseminates periodic school bulletins and schedules as 
requested by the building administrator.  

11. Initiates and maintains required records for all students such as 
attendance, test scores, cumulative folders, transcripts, grade 
point averages, class rank, etc., as applicable. 

12. Processes requests for student records and/or transcripts to be 
forwarded to other schools, colleges, prospective employers, and 
other appropriate agencies as quickly as possible.  

13. Processes the sale of cafeteria and milk tickets and keeps an 
accurate account of these transactions.  

14. Keeps record of students receiving free or reduced-price lunches 
and those serving as cafeteria helpers. 

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

16. Collects and deposits all school monies, maintains a record of 
open budget accounts, and performs any bookkeeping duties 
associated with this position. 

17. If applicable, accepts payment for student supplies and/or 
projects, issues receipts for this payment, and arranges for 
proper deposit of these funds. 

18. Coordinates building requisitions and assists in ordering all 
supplies and test materials.  Processes and distributes orders 
upon receipt. 

19. Keeps accurate inventories of storerooms, prep-rooms, faculty 
room, office and activity rooms. 

20. Assists in the maintenance of a nursing station.  Keep records of 
sick and injured students, notifying parents and the school nurse 
as the need arises. 

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

and school emergency procedures. 

23. Participates in in-service training programs as requested. 
24. Follows District policies and procedures. 
25. Performs such other duties as may be assigned by the building 

administrator. 



 

 

 

TERMS OF EMPLOYMENT: Employed at-will.   Salary, hours and benefits 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 Building Principal.  


