Middletown, CT
Job Description

Classification Title Assistant to the Superintendent of Schools
Job Code

Department Board of Education

Union Group Non-Representation

FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to provide administrative assistance to the
Superintendent of Schools and the Board of Education.; Acts as liaison for
Superintendent and Board of Education with school dlstrlct personnel, City department

personnel parents students and qeneral DUb|IC Jteeverseeee#reesfunetrensaand—teqelan

superintendenteeféeheelsn

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

mtermatren—Prepares documentatlon for Board of Educatlon meetings and
workshops.

WawersCompletes all aspects of expuIS|on hearlnqs

e Acts as secretary to the Board of Education, which includes; maintaining
Superintendent’s calendar, preparing correspondence, reports, documents and
spreadsheets, scheduling meetings, answering telephone and responding to
inquiries, filing and malntalnlnq currency with district software empamweaﬂy

eemphaneewmorremﬂrementsanddead#nesDetermlnes record retentlon and

destruction.
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5 , , 3 d -Investigates and
reports information, issues and concerns to the Board of Education. Provides
recommendations to Superintendent consistent with Board of Education policy.

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

Bacheler's-Associate’s degree in secretarial field and at least five years of experience
as an administrative assistant to a school administrator.

Appropriate education substitutions can be made.

PREFERRED QUALIFICATIONS

Associate’s deqgree or higher in the Executive Secretarial field. Certified Professional
Secretary or Certified Administrative Professional from the International Association of
Administrative Professionals.

KNOWLEDGE, SKILLS, and ABILITIES




Middletown, CT
Job Description

Classification Title Assistant to the Superintendent of Schools
Job Code

Department Board of Education

Union Group Non-Representation

FLSA Status

Pay Grade

stand&r:ds%speemc—aaﬁten&Must possess advanced admlnlstratlve Skl||S

o Reguires-the-aAbility to utilize a wide variety of reference, descriptive, advisory
and/or design data and information such as financial statements, budgets, directives,
agendas, minutes, policy manuals, expulsion and suspension paperwork, reports,
statistics, statutes, procedures and non-routine correspondence.

e Ability to maintain confidentiality

admmns#a%e#s—eens&#ta%ﬁs—th&med&and%h&pubhemowledqe of Iaws and

DO|ICIeS pertalnlnq to educational issues

epe#a%mnswrthﬁfpaenensandalgebFaKnowledqe of record retentlon Iaw

Ability to perform basic data analysis

Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently

Ability to Bbalance competing requirements and needs of client organizations

Ability to Aapply listening and interview skills, work under pressure, address conflict,
solve problems, and make sound split-second judgments

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Bdevelop and write reports, policies, and correspondence
Ability to Hhandle common inquiries or complaints




Middletown, CT
Job Description

Classification Title

Assistant to the Superintendent of Schools

Job Code

Department

Board of Education

Union Group

Non-Representation

FLSA Status

Pay Grade

Ability to Eeffectively present information and respond to questions from students,
faculty, staff, and visitors

Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions
Ability to Eexercise good judgment and focus on detail as required by the job

Ability to Soperate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Ability to Scollect, organize, and interpret data and prepare accurate records
Ability to €compare data from a variety of sources for accuracy and completeness
Ability to ©organize large volumes of detailed data and information

Ability to Mverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit

Ability to €communicate in English effectively orally and in writing
Ability to Mmaintain well-organized materials, files, systems and tools
Ability to Aadapt to changes in work situations and priorities
Reasenr/analyze; use logic to identify and resolve problems

Ability to Eevaluate, organize, and summarize data and information

Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.
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Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria
are met.

WORKING CONDITIONS

The working conditions 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.

Position requires stooping, kneeling, crouching and reaching.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
gualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 02/25/15

Dates revised
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