 Pinal County Schools
Job Description 

Job Title: 

Administrative Assistant to School Principal
Reports To: 

School Principal 
FLSA Status: 

Non-Exempt 
Months per Year:  
12 months

Starting Rate of Pay:  Classified Level 7
Summary  Schedules appointments, gives information to callers, and otherwise relieves officials of clerical work and minor administrative and business detail by performing the following duties. 

Essential Duties and Responsibilities include the following. 
Reads and routes incoming mail. 
Locates and attaches appropriate file to correspondence to be answered by employer. 
Composes and types routine correspondence. 
Organizes and maintains file system and files correspondence and other records. 
Answers and screens principal's telephone calls and arranges conference calls. 
Coordinates principal's schedule and makes appointments. 
Escorts visitors upon sign-in
Arranges and coordinates travel schedules and reservations. 
Coordinates and arranges meetings, prepares agendas, reserves, and prepares facilities, and records and transcribes minutes of meetings. 
Makes copies of correspondence or other printed materials. 
Prepares outgoing mail and correspondence, including e-mail and faxes. 
Serves as parents/guardians point of contact
Orders and maintains supplies and arranges for equipment maintenance. 
School contact to ADE for SAIS/Power School.  
Gathers and reports all SAIS data for assigned school site. 
Maintains control of SAIS data gathering activities and ensures integrity 
Understands and implements acceptable SAIS requirements 
Coordinates all school functions between ADE, SAIS, Power School.  Reports 40th/100th day ADM, Year End, ELL.  
Responsible for all data input for school’s Power School
Manages Power School critical functions including accurate attendance, scheduling, classroom grading and reporting for school site. 
Responsible for reporting monthly/yearly attendance to AZ Supreme Court and ADE. Generates daily school list for teaching and detention staff. Tracks daily attendance. 
Maintains internal student data enrollment, performance data 
Obtains student records from other schools

Assemble and maintain student files

Operates technological and other office equipment. Assists other staff with technology issues.
Maintains discipline log
Assists with audits and monitoring 
Registers staff for conferences and workshops 
Keeps monthly calendar for administrator 
Keeps staff attendance logs and coordinates substitutes 

Enroll and run the GED RMA for all testing at HOPE and Esperanza. Acts as back up for GED test proctor

Attends meetings, including but not limited to MET/IEP, transition, and staff meetings. Attends Professional Development.
Competencies 
To perform the job successfully, an individual should demonstrate the following competencies: 
Design - Demonstrates attention to detail. 
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics. 
Technical Skills - Assesses own strengths and weaknesses; Pursues training and development opportunities; Strives to continuously build knowledge and skills; Shares expertise with others. 
Public/interoffice Relations - Responds to requests for service and assistance; Meets commitments. 
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things. 
Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions. 
Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs; Presents numerical data effectively; Able to read and interpret written information. 
Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Contributes to building a positive team spirit; Puts success of team above own interests; Able to build morale and group commitments to goals and objectives; Supports everyone's efforts to succeed. 
Qualifications To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Education and/or Experience 
High school diploma or general education degree (GED); three years experience in a school setting. 

Language Skills 
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization. 

Mathematical Skills 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 

Reasoning Ability 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations. 

Other Skills and Abilities 
Fluent in Spanish a plus 

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The employee is occasionally required to walk; reach with hands and arms and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 50 pounds. 

Work Environment The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is occasionally exposed to outside weather conditions.  The noise level in the work environment is usually moderate. 

Computer Skills 
To perform this job successfully, an individual should have knowledge of Database software; Spreadsheet software and Word Processing software, Power School, SAIS, Kronos, Power Point, Publisher, Print Shop. 

Student Safety

In accordance with A.R.S §13-3620, any school employee who reasonably believes that a minor is or has been the victim of physical injury, abuse, child abuse, sexual abuse, sexual conduct with a minor, sexual assault, molestation, sexual exploitation of a minor, incest, child prostitution or neglect that appears to have been inflicted on the minor by other than accidental means shall immediately report this information, or cause reports to be made, to a peace office or child protective services in the department of economic security.                      
