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NYE COUNTY SCHOOL DISTRICT – Human Resources Department 
Executive Assistant to the Superintendent 

 

FLSA Status:  NON-EXEMPT 

Classification:  Classified 

Terms of Employment:  8 hours per day, 12 months 

 

JOB GOAL:  Assists the Superintendent in all executive assistant responsibilities requiring a high degree of 

awareness, tact, creativity and initiative to carry out the functions of the Superintendent’s office. Provide responsible 

clerical and organizational backup support to the Board of Trustees and assist with emergency and media 

communications.  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

This list of Essential Duties and Responsibilities is not exhaustive and may be supplemented with other duties as 

assigned by the Supervisor. 

1. Serves as primary resource person to the Superintendent.  Schedules and coordinates activities, maintains 

calendar and schedule of appointments; organizes materials for meetings and conferences; arranges for 

accommodations and amenities, assists with communication.  

2. Uses own initiative to conduct research, and prepares reports of diversified nature relating to executive 

problem solving, decision-making, and policy matters. 

3. Serves as secondary resource person to the Board of Trustees and establishes and maintains good rapport 

with the school community, general public, and fellow employees. 

4. Monitors and coordinates written and verbal communications in the office for the attention of the 

Superintendent.  Prepares agendas and backup material for Superintendent meetings. 

5. Sets up phone or video conferences for the Superintendent and/or district as requested by the 

Superintendent.  

6. Assists with Bill Draft Reports during legislative years as requested by the Superintendent. 

7. Posts agendas in accordance with the Nevada Open Meeting Law. 

8. Works extended hours to provide staff support at board meetings as needed/requested to meet deadlines. 

9. Provides temporary back-up staff support to other positions within the District Office, when requested. 

10. Performs other tasks related to area of responsibilities as requested/assigned by Supervisor. 

 

POSITION EXPECTATIONS 

Knowledge, Skills and Abilities: 

1. Working knowledge of Nye County School District Policies, Administrative Regulations, procedures, the 

school system and its operation. 

2. Superior typing, dictation, online research and calendaring skills. 

3. Knowledge of general office procedures, business machines, computers, Google Suite, word processing 

and various software programs. 

4. Demonstration of responsible decision-making and ability to research and organize complex records, 

confidential records, data processing/analysis and performance of duties at a responsible level with minimal 

supervision. 

5. Possess excellent written and oral communication skills, organizational skills, interpersonal skills and 

analytical ability. 

6. Ability to plan and organize work activities and to work under pressure, meet deadlines and to exercise 

flexibility with new tasks as priorities change. 

7. Ability to concentrate on accuracy of details, maintain detailed records and apply established procedures 

to work activities. 

8. Ability to assist district level administration with privileged information while maintaining the highest degree 

of confidentiality. 

9. Demonstrated ability to cooperate with management, staff, school board members, outside agencies and 

the public. 

10. Familiar with and understands FERPA, HIPPA, and other confidentiality situations and guidelines in the 

educational setting. 

11. Familiar with and assists with the implementation of all District policies and administrative regulations as 

related to specific assignment. 
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Acknowledgment 

I have read and understand the requirements of my job. 

 

 

Employee Name: ____________________________________________________ 

 

 

Employee Signature: _________________________________________________ Date: _____________ 

 

 

Administrator/Human Resources Name: __________________________________ 

 

 

Administrator/Human Resources Signature: _________________________________ Date: _____________ 

 

 


