Title:





School Administrative Assistant

Qualifications:



1.  High school diploma or equivalent.

2. Such additional qualifications as the             

      Superintendent or Board may find   

      appropriate and acceptable.

Reports To:




Principal

Job Duties/  Responsibilities:
1.  Prepares letters, correspondence, 

     documents and student 

     reports/information as directed by 

     Principal.

2. Collects information, prepares and maintains files, enters data, as directed by the Principal or required by the District, maintaining files in accordance with Kentucky Records Retention schedule.

3. Maintains a supply of all school and report forms.  Copies forms as needed.

4. Maintains or works with contracted service providers in maintaining and monitoring the use of equipment.

5. Monitors the use of office phones.  Maintains records of phone calls, messages and long distance calls. Delivers messages as necessary.

6. Maintains up-to-date attendance, related records and correspondences, making

appropriate data entries as required by 

the District.

7. Prepares and submits accurate reports/documents as required by the State of District.

8. Maintains student late arrival and early dismissal logs issuing tardy and early dismissal forms as required by the Principal.

9. Maintains staff attendance records, time sheets and required leave forms.  Works with staff to complete required forms.

10. Assists staff in maintaining inventory or offering and purchasing both instructional and non-instructional supplies and materials in accordance with District policies and laws.

11. Prepares parcels and mail for outgoing shipments, and receives, unpacks and verifies, sorts and distributes incoming mail and shipments.

12. Schedules meetings and appointments for Principal, Assistants, faculty and staff.

13. Works with staff in maintaining pleasant reception area.  Greets, monitors and provides assistance for visitors to the school.  Reports visitors to Principal and staff.

14. Compiles working budget, keeps record of all school financial transaction, including encumbrances and up-to-date account balances, reviews invoices for accuracy, submits payments as scheduled and monitors inventories as required by law.

15. Schedules and provides necessary information and documents for substitutes.

16. Performs such other tasks and assumes such other responsibilities as may be assigned by the Principal or the Superintendent.

Terms of Service: 


Classified salary schedule set by Bath     

County Board of Education.

Evaluations:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Classified Personnel.

