
Phoenix Union High School District No. 210  

4502 North Central Avenue  

Phoenix, Arizona  85012  

  

Equal Opportunity Employer    

        

POSITION TITLE  Administrative Assistant to the    

Chief Officer  

DIVISION:  General Administration  

WORK YEAR:  12 Months  DEPARTMENT:  Administration 

LOCATION:  CES  SALARY SCHEDULE:  Support Services  

        

DEFINITION:  
  

 

The Administrative Assistant to the Chief Officer performs responsible administrative tasks in support of the 

assigned Chief Officer, prepares reports, performs research studies, and provides analysis and recommendations 

regarding a variety of administrative matters. He or she exercises considerable discretion regarding District Policies 

and procedures, maintains the highest levels of confidentiality and performs job-related duties as assigned.  
 

 

 

 

 

ESSENTIAL FUNCTIONS: 
  

1. Assists the Chief Officer with administrative matters; interview callers, exercising considerable judgment and 

applying experience in making decisions; provides information in accordance with established procedures 

and policies; refers problems requiring technical answers to appropriate administrators. 

2. Performs a wide variety of specialized and responsible duties independently in support of functions delegated 

to the Chief Officer, interprets and applies rules and regulations as appropriate; performs duties to assist the 

administrator with administrative detail as appropriate. 

3. Composes effective correspondence independently; references policies, rules and regulations in preparing 

correspondence; reviews and edits material prepared by others. 

4. Coordinates and composes communication between the Chief Officer and District personnel, students, 

educational institutions, vendors, other outside organizations and the public; obtains and provides 

information, coordinates activities and resolves problems. 

5. Prepares and maintains a variety of records. Researches, reviews, checks and compiles a variety of 

information; collects and verifies data for accuracy, completeness and compliance with established 

procedures; and prepares reports as required; files records as required. 

6. Attends and participates in a variety of administrative meetings, serving as a representative of the Chief 

Officer when directed to do so. 

7. Prepares and maintains a variety of records and files including information of a confidential nature; maintains 

confidentiality of information and records.  

8. Maintains Chief Officer’s calendar; arranges meetings, conferences and appointments with personnel under 

the supervision of the Chief Officer, and various stakeholders both within and outside of the District.  

9. Develops, organizes and conducts training sessions with internal and external parties to ensure compliance 

with District policy, process and procedure. Responds to requests for information from students, staff and the 

general public regarding District programs, policies, procedures, and regulations. 

10. Composes and edits a wide variety of materials such as correspondence, reports, contracts, forms, 

applications, memoranda and other documents. 

11. Receives, processes, and routes mail; orders, issues, and maintains department supplies, forms, and 

equipment. 

12. Trains and provides work direction to departmental staff as assigned; monitors office workflow and assures 

compliance with established time lines, procedures and standards of quality. 

13. Maintains professional office standards and conduct. 
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QUALIFICATIONS:  

  

1. High school diploma required; job related associate degree preferred. 

 

2. Ability to use word processing, spreadsheet and database management software to produce a wide variety of 

types of electronic and printed documents (e.g., memoranda, letters, reports, tables, graphs and charts) 

without assistance. 

 

3. Excellent organizational, communication, and interpersonal skills. 

 

4. Ability to work cooperatively with others using tact, patience, and courtesy. 

 

5. Ability to follow oral and written instructions with little or no supervision. 

 

6. Seven years of secretarial, office management or equivalent experience, preferably in a public education 

environment.  

 

7. Ability to take accurate minutes and create appropriate oral and written communications. 

 

8. Effective working command of the rules and conventions of Standard English, including the ability to 

compose and edit written material (e.g., memoranda, letters and reports) to assure readability and correct use 

of grammar, spelling, and punctuation. 

 

9. Ability to plan, organize and maintain a filing system so that documents are systematically stored and readily 

available. 

 

10. Ability to plan, organize, schedule, carry out and supervise projects. 

 

11. Ability to operate and perform routine maintenance on office machines related to the job (e.g., printers, fax 

machines, photocopiers and telecommunications equipment) 

 

12. Knowledge of District policies and procedures is preferred.  

 

13. Knowledge of operations of the function to which assigned is preferred. 

 

14. Ability to maintain confidentiality of sensitive information and to communicate appropriately such 

information to all interested parties, including District staff, government officials and the general public. 
 

 

SUPERVISION RECEIVED:   

  

Chief Officer 

 

 SUPERVISION GIVEN:   

  Other office staff as necessary 

 
 

 

PREPARED BY:  APPROVED BY 

: 

   

APPROVED BY 

PERSONNEL:  

 

NUMBER 

 

EFFECTIVE  

DATE  

  CG JDRC  JA 3422 4/7/2016 
 


