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%$6,& )81&7,21�
Under the direction of the assigned administrator, perform varied and responsible secretarial and
administrative assistant duties to relieve the administrator of administrative and clerical detail; plan,
coordinate and organize office activities and coordinate flow of communications for the assigned
supervisor; provide support in primary language as required; translate (both to proper English and primary
language) a variety of written documents as well as interpret for conferences, meetings and phone calls;
greet and assist visitors. The incumbents in this classification assist in providing staff support in various
programs which benefit students which directly supports student learning.

',67,1*8,6+,1* &+$5$&7(5,67,&6�
Administrative Assistant positions perform complex and responsible secretarial duties for an
administrator of a large District-wide program. $GPLQLVWUDWLYH $VVLVWDQW , � %LOLQJXDO positions report to
the administrator of a District-wide program involving homogeneous functions related to the program,
and provides support in primary language as required. $GPLQLVWUDWLYH $VVLVWDQW ,, � %LOLQJXDO positions
report to an administrator of a large District-wide program of three or more unrelated programs, and
provides support in primary language as required.
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$GPLQLVWUDWLYH $VVLVWDQW , ± %LOLQJXDO � &RQWLQXHG 3DJH � RI �

Input a variety of data into an assigned
nt



$GPLQLVWUDWLYH $VVLVWDQW , ± %LOLQJXDO � &RQWLQXHG 3DJH � RI �

Interpersonal skills using tact, patience and courtesy.
Oral and written communication skills.
Operation of a computer and assigned software.
Methods of collecting and organizing data and information.
Business letter and report writing, editing and proofreading.
Basic arithmetic.

ABILITY TO:
Perform varied and responsible secretarial and administrative assistant duties to relieve the administrator
of administrative and clerical detail.
Serve as secretary to the administrator and coordinate communications between administrators, personnel,
parents, students, and the public.
Serve as an interpreter for conferences, meetings and other events.
Ensure smooth and efficient office operations.
Interpret, apply and explain laws, codes, rules and regulations related to assigned activities.
Work independently with little direction.
Compose correspondence and written materials independently or from oral instructions.
Keyboard or input data at an acceptable rate of speed.
Understand and resolve issues, complaints or problems.
Maintain confidentiality of sensitive and privileged information.
Determine appropriate action within clearly defined guidelines.
Establish and maintain cooperative and effective working relationships with others.
Maintain records and files.
Compile and verify data and prepare reports.
Operate a variety of office equipment including a computer and assigned software.
Complete work with frequent interruptions.
Plan and organize work.
Meet schedules and timelines.
Make arithmetical calculations with speed and accuracy.
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