Tulare County Office of Education o ) ] ]
JOB DESCRIPTION JOB TITLE: Administrative Assistant to the Superintendent (5203)

Job Summary: To serve as Administrative Assistant to the Tulare County Superintendent of Schools; to provide h&gh{y responsible
0

and complex administrative and secretarial support services to the County Superintendent, the Tulare County Boar

Education and

supporting committees; and to perform related work as required.

Essential Job Functions:

>

Assists the County Superintendent in the composition and preparation of correspondence, publications, reports, handbooks,
and other documents to disseminate information to TCOE staff, Tulare County school districts, the general public, and

overnment agencies. ) S ) ) o

erves as liaison to the County Superintendent providing information to the public school districts, TCOE staff, and other
agencies.
Performs complex and difficult secretarial duties involving independent judgment and requiring accuracy and speed to assist
the County Superintendent with TCOE operations. ] o
Maintains all official records of the Tulare County Board of Education and the Tulare County School Boards Association to
ensure compliance with the Ralph M. Brown Act and other state and federal regulations. )
Responds to inquiries from the public that relate to TCOE policies, board agendas, meetings and actions taken by the board
to answer questions generated by the public, TCOE , and school districts. )
(E:gordltnates travel, meeting and conference arrangements for the County Superintendent and Tulare County Board of

ucation.

Takes and transcribes dictation to maintain official records.
Operates a variety of office machines in order to complete assigned tasks. ] )
Coordinates professmnalc?rov_vth and staff development programs for the Tulare County Office of Education support staff and
for Tulare County school districts support personnel ) ) ) )
Interviews callers and visitors diplomatically and tactfully to provide general information about Tulare County Office of
Education support services and programs and to refer to appropriate division. ) ) )
Coordinates and performs work required in the preparation of the County Board of Education agenda to disseminate the
agendas as required by the Ralph M. Brown Act. ) ] ]
Screens and routes incoming mail so that staff may respond appropriately and in a timely manner.
Assigns tasks to clerical staff so that work may be completed. ) ) o
Maltntalns the County Superintendent's calendar, schedule, and appointments to ensure that deadlines and timelines are
met.
Inputs and retrieves pertinent information from electronic mail systems and networks.

Other Job Functions:

Essential
>

| Job Requirements - Qualifications:

Experience Required: ) ) . ) )

. experience to have acquired extensive knowledge of modern and efficient office methods, practices and
procedures, written and oral communication skills; and professional work ethics and standards.



