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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona 85012
 

Equal Opportunity Employer
 
 
 
 
POSITION TITLE:         Assistant to                   DIVISION:                     Instructional Services
                                    the Principal
                                                                       
WORK YEAR:               12 months                     DEPARTMENT: Administration
 
LOCATION:                  Schools                                    SALARY SCHEDULE:    Support Services
 
 
 
 
DEFINITION:
 
The Assistant to the Principal performs difficult and complex secretarial and clerical work on a school campus, requiring knowledge
of District polices and procedures and campus operations; maintains high levels of confidentiality; exercises discretion within
campus policies and procedures.  Performs job related duties as assigned.
 
 
ESSENTIAL FUNCTIONS:
 

1.       Coordinates information flow between the Principal and staff, students and the community.
2.       Coordinates special activities including activities for parent groups, department heads, community groups, feeder schools,

special unit committees and District offices; due process hearing for students and staff.
3.       Screens visitors, telephone calls; makes appointments; schedules committee meetings; prepares meeting agendas and

makes necessary arrangements; takes meeting notes and prepares and distributes meeting minutes.
4.       Provides information and assistance to the public, students, District staff, and campus employees requiring knowledge of

Personnel policies and employee handbooks, and District policies, procedures and programs; follow-up as required.
5.       Responds to problems and complaints, providing information, referrals, and assistance; apprise Principal accordingly.
6.       Independently processes administrative detail and responds to correspondence and inquiries.
7.       Order supplies for Principal's office; distributes campus, District and Federal mail, including staff paychecks.
8.       Reviews and processes travel requests as approved.
9.       Independently analyzes and summarizes reports, researches materials and prepares reports for Principal and District.
10.    Maintains personnel information and records including employment status, educational requirements for certificated staff;

verifies currency of employee certification; maintains campus employee attendance records.
11.    Assists in budget preparation; maintains and monitors budget and prepares budget reports.
12.    Coordinates work of others assigned as required.  Provides in-service training to disseminate policy and procedural

information and personal improvement programs.
13.    Processes staff evaluations, Department Chair Payroll requisitions, staffing, student transfers.
14.    Is responsible for ensuring proper coverage for absent teachers by substitution and processes substitute payroll.
 

POSITION TITLE:         Assistant to the Principal
 
                                                                                               
 
 
QUALIFICATIONS:
 

1.        High School diploma or G.E.D.
 
2.        Five years of secretarial experience.
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3.        Knowledge of District policies and procedures.
 
4.        Knowledge of campus operations.
 
5.        Knowledge of office practices, procedures and etiquette.
 
6.        Effectively demonstrate both oral and written communication skills.
 
7.        Ability to answer telephone inquiries.
 
8.        Ability to evaluate facts or situations to determine appropriate action.
 
9.        Ability to communicate and work effectively with District and campus personnel, staff, students, parents and general public.
 
10.      Ability to type with accuracy at a rate required to perform functions effectively.
 
11.      Ability to set up and maintain accurate records and prepare reports independently.
 
12.      Ability to plan and organize projects and schedule and coordinate work of others.
 
13.      Skill in budgeting and financial management.
 
14.      Ability to operate a computer and a variety of office machines and equipment.
 
15.      Ability to take dictation with accuracy at a rate required to perform functions effectively.
 

 
SUPERVISION RECEIVED:
 
Principal.
 
 
 
SUPERVISION GIVEN:
 
 
 

PREPARED BY:
 

PSPC

REVIEWED BY:
 

CEA

REVIEWED BY:
 

EMPLOYEE RELATIONS

JOB NUMBER:
 

3478

EFFECTIVE DATE:
 

1/4/99
 

LS


	Local Disk
	Phoenix Union High School District No


