ACSD


JOB DESCRIPTION

ANDES CENTRAL SCHOOL DISTRICT

POSITION: 




Administrative Assistant
REPORTS TO: 



Building Principal, Business Manager
SCHOOL BOARD APPROVAL DATE:
August 8, 2016





FLSA STATUS:



Non-Exempt
TERMS OF EMPLOYMENT:  


In accordance with school calendar and board policy
EVALUATION: 



In accordance with approved policy 
SUPERVISORY RESPONSIBILITIES:  


SUMMARY:

Performs general and specialized duties as assigned by the Building Principal and Business Manager.
QUALIFICATION/BASIC JOB REQUIREMENTS:
1. High School Diploma or GED 
2. Previous job related experience (preferred, but not required)

3. Computer skills 
ESSENTIAL DUTIES AND RESPONSIBILITES: 
1. Serves as receptionist, representing Andes Central Schools

2. Assists and directs students, staff, and visitors entering office (general information, injuries, receipts, etc.)

3. Creates and runs reports as requested by the Principal and Business Manager

4. Maintains confidentiality

5. Operates all office machines

6. Compiles, prepares, prints, and distributes various informational items (i.e. newsletters, progress reports, transcripts, facility notifications, etc.)

7. Prepares rosters and programs for events

8. Communicates with families regarding student attendance

9. Registers new students and maintains accurate student records

10. Reports/relays school news to proper newspapers (i.e. attendance, honor roll, student of the month, club and event information, etc.)

11. Provides oversight of required record retention practice

12. Dispenses medications to students and maintains student medication logs per school regulations

13. Coordinates scheduling of substitute teachers and paraprofessionals

14. Oversees maintenance of information for lunch and breakfast program within the building

15. Collects fees, receipts journal, and communicates concerning payments

16. Responsible for receipt, inspection, and distribution of all goods and materials purchased by the District

17. Performs other tasks and assumes other duties that may be assigned 
18. Verifies accuracy of employee time cards
19. Handles and distributes mail

20. May be responsible for Trust and Agency Fund and accounts (accounts payable, accounts receivable, reporting)
21. Assigns lockers and padlocks for students (if necessary)
WORKING 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 to loud.  Duties are performed indoors and occasionally outdoors.  The employee must be able to work effectively with a myriad of teachers, administrators, parents, and various outside groups.
PHYSICAL DEMANDS:  The physical demands described 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 sit, talk, and hear.  The employee is occasionally required to stand, walk, climb or balance, stoop, kneel, crouch and crawl.  The employee must occasionally push or lift up to 50 pounds such as boxes and AV/ VCR carts.    Frequent keyboarding and repetitive motions with wrists, hands and fingers are required for this position.  The employee is directly responsible for the safety, well being, or work output of other people.    Specific vision abilities required by this job include close vision such as to read handwritten or typed material, and the ability to adjust focus.  The position requires the individual to meet multiple demands from several people and interact with the public and other staff.

The information contained in this job description is for compliance with the American with Disabilities act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  
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