
FESSENDEN-BOWDON SCHOOL
SUPPORT STAFF POSITION

Job Description:  Administrative Assistant

TITLE: School Administrative Assistant

JOB GOAL: To contribute to the efficient operation of a school office so that it can play an effective part in
the educational process, and allow for the maximum positive impact on the education of children.

QUALIFICATIONS:
1. High school graduate /equivalent, plus two years beyond the high school degree. Business

Administration experience preferred.
2. Strong written and oral communication, time management, and organizational skills.
3. Strong computer skills.

(i.e. MS Office, Google Docs, student data systems,  troubleshooting computer, copier, and
printing issues).

4. Work under situations with numerous interruptions.
5. Ability to relate well to students, staff, and the public.
6. Such other qualifications as the Superintendent may find appropriate and acceptable.

REPORTS TO: Superintendent

DUTIES:
1. The Administrative Assistant is often the public's first contact with the school.  The Administrative

Assistant is expected to act in such a manner as to make the first impression a positive one.
Communications, records, and office management are expected to conform to the highest
standards of professionalism.

2. Maintain confidentiality of personnel and student matters.
3. Maintain cooperative working relationships with students, staff, parents, and the community.
4. Manage and maintain school app and website.  (i.e. update, troubleshoot)
5. Maintain calendar of school activities and lunch menu on the school app and website and on the

master calendar in the office.
6. Manage PowerSchool (Student Information System)

a. Student enrollment
b. Keep accurate records of student schedules, grades, attendance, and other school records
c. Track daily attendance and contact parents when necessary
d. Assist with the hot lunch program
e. Create and print reports

7. Manage transcript requests via the state portal.
8. Manage the VOIP phone system.
9. Answer telephone to provide information, take messages, or transfer calls.
10. Manage the school digital sign.
11. Assist the Technology Coordinator by troubleshooting network connectivity issues and student

device issues as needed.
12. Prepare documents and school mailings as directed.
13. Prepare the daily memo.
14. Accept funds for lunches, school supplies, and student activities.
15. Administer medications prescribed to students. Treat and address minor medical needs. (i.e.

nosebleeds etc.)
16. Attend workshops and complete training related to the job as directed by the administration.
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17. Work toward developing a positive atmosphere that is open to students, parents, and staff.
18. Display initiative in evaluating and increasing the effectiveness of the school office.
19. It is imperative that the person employed in this position display, at all times, acceptable

professional and ethical standards.  These expectations include confidentiality, courtesy,
cooperation, positive attitude, reliability, punctuality, accuracy, efficiency, timeliness with respect to
deadlines and respect toward others.  The employee shall represent the district in a positive way,
both on duty and in connection with school activities, even though the employee may not be
officially on duty.

20. Be familiar with and follow all FERPA (Family Educational Rights & Privacy Act) and HIPAA (Health
Insurance Portability and Accountability Act) laws and requirements.

**Only minimum duties are listed. Other functions may be required as given or assigned.

DESIRED MINIMUM QUALIFICATIONS:
The equivalent of a high school diploma, additional courses or training and/or experience that provides the
desired knowledge and abilities. Prior service demonstrating responsible office experience or administrative
assistant experience, preferably in a school district.

EQUIPMENT USED:
● Computer
● Calculator
● Copier
● Telephone/voice mail

WORK ENVIRONMENT:
While performing the duties of this job, the employee regularly works inside. The employee must be able to
meet deadlines with severe time constraints.  The employee must be able to multi-task and focus in spite of
numerous interruptions.  The noise level in the work environment is usually moderate.

PHYSICAL DEMANDS:
While performing the duties of this job, the employee is frequently required to sit or stand; walk; twist at
neck and waist; lift and carry a minimum of 20 pounds. Specific vision abilities required by this job include
close vision, distance vision, depth perception, and the ability to adjust focus. The employee is required to
be able to hear conversations in quiet environments.

TERMS OF EMPLOYMENT: Full time or as determined by the administration.  Salary determined by
administration and Board of Education.

EVALUATION: Performance of this job will be evaluated by the Superintendent.
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