CALAVERAS UNIFIED SCHOOL DISTRICT
3304 B Highway 12 - P. O. Box 788
San Andreas, CA 95249
209/754-3504

JOB TITLE: Administrative Assistant to the Superintendent
WORK YEAR: 260-day
JOB DESCRIPTION: To assist the Superintendent to plan, organize, coordinate,

monitor, and participate in district leadership activities, including those related to the
work of the Board of Trustees. Employees in this job classification perform highly
complex and confidential work, receiving limited supervision within a broad framework
of policies and procedures. This job class exercises a high degree of responsibility,
initiative, and the ability to work effectively under strict time constraints as well as
effective communication skills. This position requires clear, concise, and professional
communication with the public, employees, and various agencies. Employees in this
class must demonstrate initiative, tact, patience, good judgment, and confidentiality.

ESSENTIAL JOB TASKS:

1. Performs highly responsible duties as the primary and confidential secretary to
the Superintendent, relieving the Superintendent of a variety of secretarial and
administrative details; plans, coordinates and organizes office and department
activities and the flow of communication for the Superintendent; maintains
confidentiality of privileged and sensitive information.

2. Researches information and prepares correspondence, memos and reports;
develops procedures, systems and forms necessary to facilitate the smooth
operation of Superintendent’s Office

3. Attends Board of Trustees meetings, takes notes of business transacted and
transcribes reports of minutes for review and editing by the Superintendent.
4, Receives, screens and routes telephone calls; greets and assists visitors; refers

callers or visitors to appropriate staff members, takes and relays messages;
responds to requests, complaints and questions from media, parents,
education/business community, staff and the public, representing the
Superintendent by phone and written communication including e-mail; interpret
laws, rules, policies and regulations as needed.

5. Composes correspondences independently on a variety of matters including
those of a confidential nature; compile and type various letters, forms, reports,
contracts, packets, statistical data, memoranda, bulletins, newsletters, notices,
lists, flyers and other materials as directed; prepare, format, edit, proofread and
revise written materials.
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10.

11.

12.

13.

Maintain and coordinate the Superintendent’s calendar of appointments; prepare
and disseminate calendar of events, coordinate and arrange special events and
appearances for the Superintendent; create, alter, adjust or delete appointments
and meetings with education/community leaders and organizations, Cabinet, staff
members and the public.

Coordinate and organize public relations and related activities for the
Superintendent; prepare and assure access of a variety of documents, files and
other paperwork for the public; represent and develop a positive image of the
Superintendent through office and personal community contracts; communicate
with a variety of agencies and members of the community to enhance public
relations.

Maintain designated budgets and assure assigned accounts are accurate and
expenditures are within federal or state requirements; collaborate with the
Superintendent on the annual budget; make adjustments and changes as
directed.

Schedule and prepare room for Board meetings; prepare documents for
signature by Board members and Superintendent

Provide information on established district policies and procedures; services
Policy Committee to assure Board policies and bylaws are up-to-date and posted
to our website, serve as liaison between the members of the Board of Education
and members of the community, parents and staff.

Coordinate conference and travel arrangements for the Superintendent and for
members of the Board of Education, and maintain related files and records.
Provide excellent customer service by establishing positive relationships with
district personnel, representatives from external organizations and others;
respond to phone calls, e-mails, letters, and other communication in a timely
way.

Responsible for special projects as assigned.

KNOWLEDGE/SKILLS/ABILITIES:

1.

Knowledge of:

*Effective oral and written communication techniques.

*Computers and applications

*Office procedures and practices, including filing systems, receptionist and
telephone techniques.

*Precision data collection and recordkeeping

*Policies, rules, and regulations of the district
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2. Ability to:
*Maintain cooperative and harmonious relationships with the public,
administration, and site staff
*Follow oral and written directions.
*Communicate and relate with others in an effective and sensitive manner, both
orally and in writing.
*Read, write, and speak correct English.
*Initiate good conceptual ideas with practical applications
*Perform difficult and responsible secretarial and clerical work with speed and
accuracy.
*Display great flexibility to a constantly changing environment
*Work independently, and function under pressure and time constraints.
*Maintain cooperative and harmonious relationships with the public,
administration, and site staff.

3. Four (4) years of increasingly responsible executive secretarial experience, with
at least one year of responsible experience within the school system
environment.

4, Valid California driver’s license, with proof of auto insurance.

5. High school diploma or equivalent

6. Valid First Aid and CPR Certification desirable.

7. Type at a speed of 60 words per minute accurately

SALARY: Placement on the Management/Supervisory/Confidential Salary Schedule,
Range 22

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.
Additional duties are performed by the individuals currently holding this position and additional
duties may be assigned.

Board Approval: 08/13/2013
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