
CHILLICOTHE CITY SCHOOLS 
JOB DESCRIPTION 

 
Position Title: Administrative Assistant to the Superintendent 
 
Classification: Executive Secretary I 
 
Status:  Exempt 
 
Overall Duties: Performs secretarial duties related to the Office of the 

Superintendent.  He/She will assist the Superintendent with the 
daily management and operation of the district offices. 

 
Qualifications: Associate Degree preferred; training in executive 

secretary/administrative assistant work preferred; evidence of 
course work in English and Accounting/Bookkeeping  
Ability to use the computer and MicroSoft Office programs such as 
Word, Excel, Powerpoint, Publisher, Outlook, etc. 

 Ability to communicate effectively through written and oral 
communications 

 Ability to organize and prioritize work to efficiently complete the 
work required in the position 

 Ability to self-pace and learn new programs/equipment as they 
become necessary for the position 

 Knowledge of school operations, especially management practices, 
financial processes, and board of education policies 

 A valid driver’s license 
  
 
Reports To:  Superintendent 
 
Basic Functions and General Duties (Illustrative only): 
The following is a list of specific duties which are considered to be essential functions of 
this job.  The list is not exhaustive, nor will all of the duties specified be required at all 
times.  This is consistent with our need to be flexible and responsive to the needs of 
pupils served by the District.  The person who occupies this position is expected to 
assume any/all duties assigned by the Superintendent or the employee’s immediate 
supervisor, irrespective of whether such duties are specifically included in this list.  
While an effort has been made to thoroughly describe the customary manner in which 
this job is performed, reasonable accommodation will be made for qualified individuals 
with disabilities who may not be able to perform the job in the manner indicated.   
 
Specific Duties: 

 Carry out all routine and all confidential assignments with proper discretion and 
judgment.  Do so in an organized and efficient manner 

 Be especially concerned with detail and exactness with all work representing 
Board of Education action, policy or interpretation of policy.  Be willing to 
educate self concerning policy book, school law, and other regulations 

 Communicate concerns from the public and parents in an accurate and complete 
manner when responsible for transmitting such messages from telephone or in-
person visits.  Keep a message log with details about day, time and message 



 Present a positive image to visitors and guests, as well as make them comfortable 
and feel at ease 

 Maintain an appointment schedule for the Superintendent 
 Direct inquiries, in person, by phone or by mail, to appropriate offices; treat all 

items with confidentiality 
 Take and transcribe dictation; be able to use some form of shorthand 
 Compose routine written communication in draft form 
 Be able to present memos, letters, reports, agendas and minutes in a proper format 

and style 
 Maintain a proper system for filing all documents and records; keep a filing 

system to remind Superintendent of business which occurs on an annual/monthly 
basis 

 Prepare reports generated on an annual, quarterly, monthly, and weekly basis.  
Keep accurate records for backup to reports (e.g., enrollment, attendance, 
discipline records, etc.) 

 Be flexible with schedule in order to meet demands of the job 
 

Desirable Skills, Knowledge, and Abilities: 
 Knowledge of board policy and district procedures and processes 
 Ability and skill in working with staff, parents, and the community 
 Ability to understand and follow oral and written instruction 
 Ability to use technology to complete daily and assigned tasks appropriate for the 

position. 
 Ability to develop and maintain effective working relationships 

 
This job description in no manner states or implies these are the only duties and 
responsibilities to be performed by the position incumbent.  The incumbent will be 
required to follow instructions and perform duties required by the incumbent’s 
supervisor, appointed authority, or designee. 
 
___________________________________   _____________________ 
Superintendent of Schools or Designee   Date 
 
 
My signature below signifies that I have received the contents of my job description and 
that I am aware of the requirements of my position. 
 
___________________________________   ______________________ 
Signature       Date 
 
Approved:  2/24/2014 
  


