
MAPLE RUN UNIFIED SCHOOL DISTRICT 

Job Description 

 

Job Title: Administrative Assistant to the Principal 

Location: Bellows Free Academy Union High School 

Job Group: Non-Certified, Non-Union 

Reports to: Principal 

 

Summary:  Assists the Principal by performing projects, administrative and clerical duties.  

Works in a highly visible office dealing frequently with sensitive communications and 

confidential information. 

 

Essential Duties and Responsibilities: 

 

1. Types correspondence, agendas, minutes, and forms as needed for Principal and 

Administrative team.  Attends meetings, takes and prepares minutes as required. 

 

2. Answers the phone, greets and assists visitors to the office.  Responds to routine questions 

and schedules appointments.  Accurately maintains the Principal’s calendar. 

 

3. Interfaces with students, parents, staff and community members in a helpful and effective 

manner. 

 

4. Performs general office tasks and assignments such as: filing, copying, faxing, sorting and 

distributing office mail, monitors mailboxes, maintains postage meter, orders and maintains 

office supplies inventory. 

 

5. Maintains database Information such as: 

a. “Years of Service” acknowledgements and year-end awards.  

b. Lists of personnel and addresses for staff directory and investigation of issues. 

c. General office procedures. 

 

6. Prepares and maintains reports such as: Student Census Reports and Civil Rights Compliance 

Report and records such as HQT and Act 51. 

 

7. Prepares and distributes internal job postings and school newsletter. 

 

8. Assists in finding substitute teachers.  Coordinates pay information with Business Office as 

appropriate. 

 

9. Coordinates student bus services for field trips, school events, early dismissal, or school 

cancellation.  Notifies appropriate persons on school cancellations. 

 

10. Coordinates graduation planning and preparations to include, but not limited to: 

a. Ordering and preparing diplomas; 

b. Ordering and ensuring proper delivery of caps and gowns and engraved plaques; 

c. Coordinating and ensuring the accurate printing of graduation tickets, graduation, senior 

brunch and class night programs;  

d. Planning the Administrator/Senior luncheon; 



e. Prepares and mails “End of Year Activities” letter to seniors and their parents; 

f. Prepares end of year awards and recognitions. 

g. Prepares student scholarship lists and prepares checks. 

 

11. Coordinates the activities of retirement celebrations to include: 

a. End of year staff gathering planning, 

b. Maintaining lists and correspondence, 

c. Track award nominations, and  

d. Purchasing gifts. 

 

12. Disseminates information to the media and appropriate individuals on school activities, 

events, student and teacher accomplishments, new staff information, trustee information, 

calendar, and graduation. 

 

13. Manages student activity accounts to include: 

a. Receives, verify deposits and reconciles funds as required, 

b. Transfer funds, as necessary, from checking to money market accounts, 

c. Drafts checks, 

d. Prepares and disseminates monthly reports, and  

e. Calculates annual interest and distributes to appropriate accounts. 

 

14. Assists the Principal with special projects such as: 

a. School budget preparations, 

b. Restructuring office and classrooms, 

 

15. May perform other duties as assigned. 

 

Supervisory Responsibilities: The ability to work effectively and collaboratively in a team 

environment is essential to the employee's successful job performance.  Oversees the office 

environment to ensure neat and orderly workflow.  May be responsible for the workout put of 

others. 

 

Qualification Requirements: To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily.  The requirements listed below are typical of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Education and/or Experience: Associate Degree or equivalent plus two years' related 

experience or training.   

 

Language Skills: Ability to read and interpret documents such as safety rules, operating and 

maintenance instructions, and procedure manuals.  Ability to write and produce routine 

correspondence and simple reports is required.  Ability to communicate clearly and concisely 

both in oral and written fashion with parents, students, co-workers, board members and the 

general public is necessary. 

 

Mathematical Skills: Ability to calculate figures and amounts such as prices, discounts, interest, 

and percentages.  Must demonstrate an ability to apply bookkeeping, general math concepts and 

basic algebra. 



 

Reasoning Ability: Ability to solve practical problems and deal with a variety of situations 

where some standardization exists in a clear and calm manner is needed.  The ability to prioritize 

while managing multiple tasks is required.  Ability to interpret a variety of oral and written 

instructions is needed.  Ability to maintain confidentiality in all aspects of job performance, 

especially with information presented in various forms (written/oral) is essential.  Ability to 

perform duties with awareness of all District requirements and School Board policies is essential. 

 

Other Skills and Abilities: Must have effective computer skills and demonstrated knowledge of 

such applications as: word processing, spreadsheets, databases, e-mail, and graphics.  Have 

ability to learn and utilize new software programs as systems are upgraded.  Must have above 

average typing skills (75 wpm preferred.)  Effective organizational skills, commitment to task, 

and the ability to work independently at times is required. 

 

Physical Demands: The physical demands described here are typical of those that must be met 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations as defined by the Supervisory Union may be made to enable individuals with 

disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit, walk, stand, 

talk and hear.  The position frequently requires the use of fingers for manual tasks and working 

on equipment and computers.  The employee is occasionally required to stand, reach with arms 

or hands and carry up to 40 lbs.  Specific vision abilities required by this job include close and 

far vision.   

 

Work Environment: The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

The noise level in the work environment is usually moderate and work performed in an office 

environment. 

 

Terms of Employment:  Full Year 

 

Evaluation:  Annual 

 

Revised: 3/22/18 

 
The information contained in this job description is for compliance with the Americans With Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by 

the individual currently holding this position and additional duties may be assigned.The Board reserves the right to 

waive the essential requirements contained in this job description. 


