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%$6,& )81&7,21�
Under the general direction of the Principal, perform a wide variety of responsible clerical, secretarial,
and​ administrative support duties to coordinate school office and other school activities, and assist the
Principal in administrative tasks; 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; support the educational process by assisting in securing substitute staff, and
providing student and parent support; train and provide procedural guidance to office staff.  The
incumbents in this classification provide support to school administration, staff, students, and parents
which directly supports student learning.

',67,1*8,6+,1* &+$5$&7(5,67,&6�
The 6FKRRO $GPLQLVWUDWLYH $VVLVWDQW � %LOLQJXDO classification performs a wide variety of responsible
clerical, secretarial, and​ administrative support duties to coordinate school office and other school
activities and assists the Principal in administrative tasks, and provides support in primary language as
required. The 6FKRRO $GPLQLVWUDWLYH $VVLVWDQW ± /HDG classification coordinates, plans, organizes, and
leads district-wide school office standardization procedures; and assists with the development, planning,
and implementation of centralized student enrollment registration, records, and student exiting.

(66(17,$/ )81&7,216� '87,(6� $1' 7$6.6:
The following list of functions, duties, and tasks is typical for this classification. Incumbents may not
perform all the listed duties and/or may be required to mhe
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etc.); manage several calendars covering a variety of school activities and programs; secure rooms for
meetings or special groups; assist with management of certificated and classified employee absences and
securing of substitutes and arranging of alternate coverage; submit work orders to the maintenance
department and follow up as needed.

Lead the activities of the office staff, as assigned; provide training and procedural guidance to office staff;
ensure compliance with established procedures; provide support as needed, including with solving
problems; assist in setting work priorities; provide input to performance evaluations.

Provide information to parents, students, staff, and the public, both in proper English and primary
language, concerning school policies, procedures, actions, activities, and schedules, as appropriate.

Perform a variety of health office activities; update student health records; administer first aid/CPR and
dispense approved medication to students as prescribed by a physician and in accordance with
organizational policy, as assigned; provide specialized services (i.e., toileting, changing soiled clothing,
etc.) during the absence of other trained staff; assist in emergency medical situations,
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Monitor various office and school budgets and advise staff members of budget status.

Requisition, receive, inventory, store, and distribute supplies and office and classroom materials; provide
necessary records to the purchasing department.

Perform classification-related duties as assigned for ensuring the efficient and effective functioning of the
work unit and the District, including various mandatory District trainings.

.12:/('*( $1' $%,/,7,(6�

KNOWLEDGE OF:
Correct oral and written usage of English and a designated second language.
Current office practices and procedures and how to operate standard equipment.
Basic arithmetic and statistics terms and usage.
Statistical record-keeping techniques.
Correct English usage, grammar, spelling, punctuation, and vocabulary.
Effective oral communication practices.
Interpersonal skills using tact, patience, and courtesy.
Child abuse reporting and related regulations.
Applicable health, medical, and safety regulations.
Applicable state and federal laws, codes, regulations, policies, and procedures including those related to
the Health Insurance Portability and Accountability Act (HIPPA), and Family Educational Rights and
Privacy Act (FERPA).
Telephone techniques and etiquette.
Organizational operations, policies, and objectives, including School Board policies.
Effective supervisory/leadership practices.
Basic first aid techniques.
Specialized health care procedures.
Operation of a computer, including operating systems, file management, and assigned software.

ABILITY TO:
Facilitate communications between District personnel, non-English speaking parents, and others.  
Serve as an interpreter for conferences, meetings, and other events.  
Perform public relations and communications services for the Principal.  
Analyze complex situations and make appropriate decisions.  
Handle emergency situations and difficult interactions with calm and reasoned actions.  
Understand and follow oral and written directions.  
Compose correspondence independently.  
Complete work and meet deadlines with many interruptions.  
Work independently with little direction.  
Establish and maintain cooperative and effective working relationships with others.  
Interact effectively and appropriately with students.  
Keyboard or input data at an acceptable rate of speed.   
Learn, interpret, apply, and explain rules, regulations, policies, and procedures.  
Understand and work within the scope of authority.  
Plan and organize work.  
Train and provide procedural guidance to others.  
Work confidentially with discretion.  
Administer first aid and handle other medical and physical care needs of students.  
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