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POSITION TITLE: Administrative Assistant 
 Northland Career Center 
 
F.L.S.A: Non-Exempt 
 
QUALIFICATIONS:   High School graduate (or equivalent)  

Minimum of two (2) years secretarial/office 
experience 
Strong computer skills; competence in Microsoft 
Office 

 Strong organizational and multi-tasking skills 
 Professional communication skills 

Must be a self-starter; able to work 
independently 
Knowledge of bookkeeping/record keeping 
procedures 
Such alternatives to the above as the Board 
may find appropriate 
Desire to continue career improvement by 
enhancing skills and job performance 
 

 
REPORTS TO: Director of Northland Career Center 
 
TERMS OF EMPLOYMENT: 202 days, 8 hours per day, with benefits 

according to Board policy. 
 
JOB GOAL:  To ensure the efficient operation of the school office so the education of 
students will be optimized. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Oversees the smooth operation of the school office. 
2. Greets visitors and clients in a pleasant manner; responds to inquiries in a timely 

manner. 
3. Answers phone in a pleasant, respectful manner and routes calls to appropriate 

personnel. 
4. Efficiently responds to questions of staff and community patrons. 
5. Submits purchase orders, orders supplies and materials, and checks in purchases 

as needed. 
6. Maintains student information in the student database. 
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7. Maintains student records and other files as needed. 
8. Maintains operation of copy machine; assists students and staff as needed. 
9. Distributes student handbooks and student data sheets. 
10. Assists students with change, parking permits, early releases and meetings with 

appropriate staff for tours and shadowing. 
11. Maintains correspondence with sending school attendance secretaries regarding 

absences       and special events. 
12. Communicates with sending school bus barns.    
13. Processes attendance letters daily. 
14. Prepares attendance certificates for quarter, semester, and year. 
15. Distributes progress reports, discipline reports, and drop sheets to the appropriate 

people. 
16. Prepares necessary correspondence for special events. 
17. Registers students for evening classes. 
18. Prepares and distributes information to prospective students for all Career and 

Technical programs. 
19. Opens and sorts mail. 
20. Abides by Missouri statues, and school board and administrations’ policies and 

regulations. 
21. Required to use SISTIME for clocking in and out each day they are scheduled to 

work.  Clocking must reflect true time worked. 
22. Ability to work to implement the vision and mission of the district. 
 
OTHER JOB FUNCTIONS: 
 
1. Exhibits dependability and punctuality in assigned duties; has consistent and 

regular attendance. 
2. Adheres to good safety practices. 
3. Takes all reasonable precautions to protect students, equipment, materials, and 

facilities. 
4. Has the ability to learn new systems and software and be able to understand and 

submit online reports to state and federal agencies. 
5. Maintains accurate, complete, and correct records as required by law and district 

policy. 
6. Demonstrates professionalism and appropriate judgment in behavior, speech, 

dress, and manner for the work setting.  
7. Demonstrates effective human relations and communication skills. 
8. Maintains strict confidentiality. 
9. Attends meetings and training as requested. 
10. Supports district/school decisions in a positive manner with the public, other staff, 

etc. 
11. Performs all other duties as required or assigned. 
 
PHYSICAL DEMANDS: 
 
An individual who holds this position must have the ability to transmit information, in 
both verbal and written English, in an environment where numerous conversations 
and activities may be taking place simultaneously.  The employee is occasionally 
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required to stand, reach, bend, lift and carry up to ten pounds.  The employee must 
have the ability to life 40 pounds occasionally.  Close vision ability to look at a 
computer screen for long periods of time is required. 
 
 
 
CONDITIONS AND ENVIRONMENT: 
 
The individual who holds this position will regularly work in a school environment that 
is noisy and active. 


