
110.58 Job Description
Administrative Assistant to the

Assistant Superintendent of Pupil Services and Bilingual Education

Qualifications

● High school diploma; secretarial training
● A broad knowledge of secretarial practices and procedures
● Knowledge of automated office equipment and excellent computer skills (MS

Word, PowerPoint, Excel, Publisher, Outlook, Honeywell, Personnel and
Student Record Keeping Programs, Budgetary Program)

● Strong analytical, communication and human relations skills
● Ability to understand the need to be discreet when dealing with sensitive

information

Job Goal

To serve as the Administrative Assistant to the Assistant Superintendent of Pupil Services and
Bilingual/ELL Programs; assist in supervising all other secretarial duties in the department and
help coordinate district-wide administrative activities relating to the functions of the office, Pupil
Services and the Bilingual/ELL Programs.

Performance Responsibilities

1. Supervises and coordinates the efficient workflow of the department relative to the
responsibilities of the administrator;

2. Oversees the activities of all other secretarial and clerical personnel assigned to the
administrator's office;

3. Assists in the preparation of all correspondence and reports emanating from the
administrator's office;

4. Maintains up to date staffing rosters for all Special Education staff inclusive of support
staff.

5. Monitors and manages the attendance for Pupil Services and Bilingual/ELL staffing.
6. Assist the Assistant Superintendent of Pupil Services and Bilingual/ELL programs or
designee with researching and scheduling Professional Development for both



departments.
7. Assist the Assistant Superintendent
8. Maintains up to date staffing rosters for all Bilingual/ELL staff inclusive of support staff.
9. Maintains and keeps confidential sensitive information and materials; 10. Maintains a
regular filing system, as well as a set of locked confidential files, and processes incoming
correspondence;
11. Maintains a schedule of appointments for the administrator and makes arrangements for

conferences, meetings and interviews;
12. Maintains strict confidentiality for all information;
13. Acts as a liaison between the administrator and other staff in screening and routing

inquiries and requests;
14. Assists the administrator in compiling data and preparing reports required by law,

administrative directive, and board policy;
15. Receives and properly handles telephone calls, information requests from administrators,

teachers, parents, students, business, public, school, community, organizations and
governmental agencies and other contacts in a confidential manner.

16. Maintains positive relations with staff, visitors and administrators,
17. Maintains required paperwork for activities, records or employment as assigned. 18.
Effectively utilizes technology programs necessary for the functioning of the department;
19. Proofs and recommends changes to written communications and materials from the
department;
20. Send relevant information through the district communication platform to staff and

families.
21. Performs all responsibilities in a professional, courteous and cooperative manner while

maintaining strict confidentiality, school district and Board of Education information and
records.

22. Successfully completes all other duties as assigned by the administrator.
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