
• Job Description: Administrative Assistant (Central Office)

Schedules a variety of activities (e.g. meetings, travel arrangements, staff coverage, facilities
usage, etc.) for the purpose of assisting in meeting staff needs and efficient utilization of
personnel, equipment, and facilities.

• • Supports assigned administrative personnel for the purpose of providing assistance with their
administrative functions.

Job Requirements: Minimum Qualifications Skills, Knowledge, and Abilities SKILLS are required
to perform single, technical tasks with a need to occasionally upgrade skills in order to meet
changing job conditions.

Specific skills required to satisfactorily perform the functions of the job include analytical skills,
interpersonal skills, operating standard office equipment, planning, and managing projects,
preparing, and maintaining accurate records, quality customer service skills, record keeping,
using pertinent software applications (MS Word, Excel) Google Drive Applications, verbal and
written communication skills.

KNOWLEDGE is required to perform basic math, including calculations using fractions,
percents, and/or ratios; read technical information, compose a variety of documents, and/or
facilitate group discussions; and solve practical problems.
Specific knowledge required to satisfactorily perform the functions of the job includes
administrative and secretarial experience preferred, bilingual (English/Spanish) helpful,
business telephone etiquette, computer operation/skills, concepts of grammar and punctuation,
excel software program, office methods and procedures, pertinent codes, policies, regulations
and/or laws, standard office software, working knowledge of school system.

ABILITY is required to schedule a number of activities, meetings, and/or events; gather, collate,
and/or classify data; and consider a number of factors when using the equipment. Flexibility is
required to work with others in a wide variety of circumstances; work with data utilizing defined
but different processes, and operate equipment using a variety of standardized methods. Ability
is also required to work with a diversity of individuals and/or groups; work with a variety of data,
and utilize job-related equipment. In working with others, problem-solving is required to identify
issues and create action plans. Problem-solving with data requires independent interpretation of
guidelines, and problem-solving with equipment is limited to moderate. Specific abilities required
to satisfactorily perform the functions of the job include: adapting to changing work priorities,
communicating with diverse groups, establishing effective relationships maintaining
confidentiality, meeting deadlines and schedules setting priorities, working with detailed
information/data, working with flexible work schedule-overtime may be required, working with
frequent interruptions.
Responsibilities include: working under limited supervision following standardized practices
and/or methods; leading, guiding, and/or coordinating others; and monitoring budget
expenditures. Utilization of some resources from other work units is often required to perform



the job's functions. There is a continual opportunity to have some impact on the Organization’s
services.

Responsibility The usual and customary methods of performing the job's functions require the
following physical demands: some lifting, carrying, pushing, and/or pulling; and significant fine
finger dexterity.

Generally, the job requires 80% sitting, 10% walking, and 10% standing. This job is performed in
a generally clean and healthy environment.

Job Type: Full-Time 12-month employee.

Salary Range 11.86 hr. - 13.11 hr. / Per Hour
Location: Central Office

Job Contact Name:
Suzy Harrington, Human Resource Officer
Email suzy@colcordschools.com
Phone 918-326-4116

mailto:suzy@colcordschools.com

