Title:



Administrative Assistant To 

Superintendent

Qualifications:



Classified

Reports To:




Superintendent

Job Duties/ Responsibilities:
1. Performs all duties assigned by the superintendent.  

2. Maintains and coordinates multiple calendars for the superintendent and district office personnel.

3. Attend meetings and conferences and act as recorder, preparing reports for actions taken and assignments made.

4. Assist in typing and compiling letters         and/or reports as required by the central office administrative staff.

5. Direct visitors to the proper personnel 

6. Assist in answering the phone and refer callers to appropriate persons.
7. Operate and maintain office equipment (copier, computer, etc.)

8. Prepare, process, and file all correspondence for the Superintendent and Board of education.

9. Process Board minutes for dispersal to the staff, school board members, and other interested persons.

10. Duplicate copies of official notices and meetings for the staff personnel.

11. Maintain, prepare, and distribute school directory.

12. Track all district sick leave and reconcile all reports for district employees
13. Responsible for all monthly absentee reports from each school location including support facilities
14. Assists with district personnel processing 

15. Conducts tracking of all capital assets for the district including flagging all capital expenditures and tagging new capital purchases.

16. Conducts and oversees end of the year 

inventory as related to fixed assets.

17. Reconcile District’s fixed assets inventory within MUNIS; generates end of year report for governmental accounting as related to GASB 34.

18. Perform any other duties as may be assigned by the Superintendent and Board of Education.

Terms of Service: 

Set by the Bath County Board of Education

Evaluations:




Superintendent / Annual
___________________________________________
__________

Employee






Date
