
 

 

Somerset County Public Schools 

Job Description 
 

 

Job Title:    Executive Associate 

Department:   Office of the Superintendent 

Reports To:   Superintendent 

FLSA Status:  Non Exempt 

Prepared By:  Beth Whitelock 

Prepared Date:   December 16, 2016 

Approved By:   Superintendent 

Approved Date:   December 19, 2016 

 

I. Summary – The individual in this job classification is responsible to assist the 

Superintendent in organization, planning and daily operation of the Superintendent’s office to 

help the efficiency and effectiveness of the Superintendent and members of the Board of 

Education. 

 

 

II. Essential Duties and Responsibilities include the following:  Other duties may be 

assigned by the Superintendent.  Primary duties include the following: 

 

 Produces internal and external documents of various sizes and types. 

 Must present data for internal and external understanding and use. 

 Manages the Superintendent’s office in terms of scheduling appointments, 

composing and/or editing correspondence, preparing and maintaining files and 

other related matters. 

 Takes and transcribes dictation of various types, including correspondence, 

reports, meetings, notices and recommendations. 

 Coordinates scheduling dates and meeting rooms, hearing or work sessions for 

the Superintendent including arrangements for needed materials, equipment, etc. 

 Maintains contact with County administrators for information 

updates/clarification of issues, etc. 

 Interacts with educators throughout the state; local, state and federal legislators 

and government officials, business and professional personnel; parents, students 

and the general public in a positive manner. 

 Interprets policies of a general nature to the public. 

 Prepares correspondence for the Superintendent. 

 Maintains the Superintendent’s calendar of appointments. 

 Makes travel arrangements for the Superintendent as required. 

 Serves as Notary Public. 

 Maintains strict confidentiality of the Superintendent’s and Board Members’ 

work that exceeds typical expectation of professional personnel. 

 

III. Qualifications  

 



 

 

 To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

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

individuals with disabilities to perform the essential functions. 

 

A. Education and/or Experience 

A High School Diploma is required.  Five years of business, agency or school 

system office related clerical work is preferred.  Equivalent combination of 

education and experience may be considered. 

 

 

B. Language Skills 

Must have excellent oral and written communication and be able to communicate 

directly with individuals of varying backgrounds. 

 

C. Mathematical Skills 

Must have basic arithmetic skills with emphasis on financial transactions. 

 

D. Reasoning Ability 

Must be able to work independently.  Must be able to make decisions and to 

prioritize communication given to Superintendent and the Board of Education. 

 

E. Computer Skills 

Must have excellent computer skills in word, PowerPoint and excel.  Ability to 

operate all office equipment is required.  Typing skills with accuracy is necessary. 

 

F. Other Skills and Abilities 

 Must have knowledge of the school system and the surrounding areas within the 

County.   

   

 

IV. Physical Demands 
 The physical demands described here are representative of those that must be met by an 

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

accommodations 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 talk or hear.  

The Employee is frequently required to sit and use hands to finger, handle, and feel.  The 

employee is occasionally required to stand and walk.  The employee must occasionally 

lift and/or move 25 pounds.  Specific vision abilities required by this job include close 

vision, distance vision, color vision, peripheral vision, and ability to adjust focus. 

 

V. 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. 



 

 

 

 


