
EXECUTIVE ADMINISTRATIVE ASSISTANT TO THE SUPERINTENDENT 

 

 

QUALIFICATIONS:  

1. Minimum high school diploma 

2. Minimum of five years of previous administrative support experience 

3. Pass a Criminal History Review under the provision of P.L. 1986, C116. 

4. Pass a physical examination in accordance with statute and board policy. 

5. Excellent written and verbal communication skills 

6. Time-management skills 

7. Ability to pay attention to detail 

8. Organization skills 

9. Ability to multitask 

10. A Basic understanding of frequently used computer software and programs 

11. Interpersonal skills 

12. Such additions and alternatives to the above qualifications as the Board may find 

appropriate and acceptable. 

 

REPORTS TO: School Superintendent 

 

JOB GOAL: To assure the efficient and effective operation of the board of education 

office for maximum positive impact on the educational function of the 

district. 

 

PERFORMANCE RESPONSIBILITIES FOR COLLINGSWOOD AND OAKLYN: 

 

1. Work directly with the Superintendent to support all aspects of their daily work 

routine. 

2. Maintain the Superintendent’s calendar, including scheduling meetings, 

appointments, and travel arrangements. Exercise discretion in committing time and 

evaluating needs. 

3. Serve as a liaison between the Leadership team, staff, and the community at large. 

This includes receiving and screening phone calls and visitors, answering a variety 

of questions with tact and diplomacy, taking messages, and directing calls 

appropriately for resolution. 

4. Coordinate work with other team leaders as needed; play a key role in the 

coordination of staff efforts both within and outside the department. 

5. Provide coordination, monitoring, and communication of projects/programs. 

6. Determine priority of matters of attention for the Superintendent; redirect matters to 

staff to handle, or handle matters personally, as appropriate. 

7. Keep the Superintendent advised of time-sensitive and priority issues, ensuring 

appropriate follow-up. 

8. Routinely perform a wide variety of support duties. 

9. Handle printing, faxing, mail/overnight packages, copying, filing, and 

email/messages. 

10. Compose and prepare letters relating to routine correspondence for the 

Superintendent’s signature. 

11. Schedule departmental meetings; assist in the preparation and distribution of 

meeting agendas and materials. 



12. Maintain paper and electronic filing systems. 

13. Maintain confidential and sensitive information. 

14. Collaborate with the Superintendent and Assistant Superintendents to develop BOE 

agendas. 

15. Schedule meetings between the leadership team to review committee agendas for 

the BOE meeting. 

16. Collect and organize items and materials to prepare the draft of the Board agenda. 

17. Other additional and/or alternative duties as assigned from time to time, including 

supporting other departments or leadership teams as needed. 

18. Distributes District Notices to schools, police departments, and private schools. 

19. Process all district Tuition Reimbursement requests and disbursement of monies. 

20. Distributes approved Out of District Notices to elementary schools. 

21. All purchase orders as related to the Superintendent and Assistant Superintendents. 

22. Yearly updates of Standing Orders, Nursing Manuals, Police MOAs, and County 

Statement of Assurances. 

23. Maintain and update the district’s policies and regulations as per Strauss Esmay 

updates. 

24. Process all legal bills. 

25. Maintain all Leadership Professional Development accounts. 

26. Process all district travel and professional development requests. 

27. Prepare the school calendar for each new school year. 

28. Process all student teaching requests. 

29. Update all union contracts as they are renegotiated. 

30. Assist all district personnel with requests and approvals for ADA accommodations, 

FMLA and NJFLA. 

31. Process all subscriptions, memberships, and association dues for the Leadership 

team. 

32. Quarterly collect and edit all district articles and submit them to the Town Crier 

publication. 

33. Perform other duties as assigned by the Superintendent. 

 

TERM OF EMPLOYMENT: Twelve month year. Salary established by Board. 

 

EVALUATION: The performance of this job will be evaluated in accordance 

with the provisions of the Board’s policy on Evaluation of 

Support Staff Personnel. 

 

 

 

APPROVED: Board of Education 
 


