CLARKSVILLE-MONTGOMERY COUNTY SCHOOL SYSTEM
CLARKSVILLE, TENNESSEE
Job Description

Job Title: Executive Assistant Department: Central Office
Date: March, 2007 Reports To: Director of Schools
Grade: 1

Purpose of Job

The purpose of this job is perform secretarial/adstiative functions and to provide general suppmthe
Superintendent/Director of Schools and the SchaalrB. Duties and responsibilities include preparing
reviewing, disseminating and/or filing corresponckzand reports; attending/recording details of 8tho
Board meetings; screening calls; receiving, prangsand distributing mail; organization and schéauyl

of appointments and meetings; internet communinatand research; and providing general suppohito t
Superintendent/Director of Schools and the SchaalrB.

Essential Duties and Responsibilities

The following duties are normal for this job. Theg are not to be construed as exclusive or all-
inclusive. Other duties may be required and assig.

» Attends School Board and related meetings. Cootelinall Board meeting documents and
information; attends and prepares Board minutesgseas Board liaison. Records Board
member meeting attendance and prepares monthiyt tep@quest payment for same.

» Performs research for various information as reigaes

» Transcribes, prepares and/or generates correspamdetters, memoranda, forms, reports
and other documents via computer and/or typewriter.

* Manages paper and electronic information storageretnieval.

* Reviews and distributes incoming mail; preparegoiaig mail.

» Copies and distributes correspondence, memoraeparts and other related materials.

» Answers the telephone; provides information; takas relays messages and/or directs calls
to appropriate personnel; returns calls as necgssar

» Greets visitors, ascertains nature of businesistassd/or directs visitors to appropriate
person.

* Responds to routine requests for information oistessce from members of the staff, the
public or other individuals.

» Uses knowledge of various software programs toatpeax computer in an effective and
efficient manner.

» Interviews, hires, trains and supervises Receitifice Assistant; coordinates overflow
assignments to this position; and coordinates médion released to callers or other inquiries.

» Prepares conference/event registrations, travahgements, and expense reimbursements for
Director of Schools, School Board members, andratadf for system-related events.

e Schedules appointments and meetings and maintarsatendar for the Director of Schools.

» Ensures Board meetings are posted to the caleh@aents on the CMCSS website and are
posted for public reference at the central offieeeption desk.

* Prepares timesheet and leave forms for the DiredtSchools.

» Approves purchase requisitions on the MUNIS system.
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Additional Job Functions
Performs other duties as required.

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational or technical school training requiredthwhree to five years of school administration
experience; or any equivalent combination of edapatraining, and experience which provides the
requisite knowledge, skills and abilities for tfos..

Knowledge of Job

Has considerable knowledge of the policies, prosesiand activities of the school system as thetajer
to the performance of duties relating to the jolcrécutive Assistant. Knows how to develop and
administer operations and staff plans and objestioethe expedience and effectiveness of spedifies

of the department. Knows how to keep abreast ofchayges in policy, methods, computer operations,
equipment needs, etc. as they pertain to departopemations and activities. Is able to effectively
communicate and interact with supervisors, membgtise general public and all other groups involuged
the activities of the department. Is able to assemniformation and make written reports and docuién
a concise, clear and effective manner. Has gooanizgtional, management, interpersonal and technica
skills. Is able to use independent judgment andkwath little direct supervision when necessaryasthe
ability to comprehend, interpret and apply regolasgi procedures and related information. Has
comprehensive knowledge of the terminology, priles@mnd methods utilized within the department. Has
the mathematical ability to handle required caltiofes. Is knowledgeable and proficient with compsite
Has ability to multi-task, be flexible, confidertias a proactive, positive attitude, and theitgttib work
well with internal management and staff, as wellhessSchool Board members and other public offcial

(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED
TO PERFORM ESSENTIAL JOB FUNCTIONS

PHYSICAL REQUIREMENTS.:

Must be physically able to operate a variety ofoeffmachines, which includes a computer, printer,
facsimile machine, copy machine, tape recordemstraber, calculator, telephone, etc. Must be tblese
body members to work, move or carry objects or nate Must be able to exert up to twenty pounds of
force occasionally, and/or up to ten pounds ofddrequently. Physical demand requirements arevais
of those for active light work.

DATA CONCEPTION:

Requires the ability to compare and or judge tlaglifg observable, functional, technical, structuad
compositional characteristics (whether similar taliwergent from obvious standards) of data, people
things.

INTERPERSONAL COMMUNICATION:

Requires the ability of speaking and/or signalieggle to convey or exchange administrative andnieah
information. Includes giving assignments and/oecliions to co-workers or assistants.

LANGUAGE ABILITY:

Requires the ability to read a variety of inforroatll documentation, directions, instructions anthoes
and procedures related to the job of Executivesiast. Requires the ability to write reports witloper
format, punctuation, spelling and grammar, usihgaits of speech. Requires the ability to spedk amnd
before others with poise, voice control and confeusing correct English and a well-modulatedeoic
INTELLIGENCE:

Requires the ability to learn and understand nedhticomplex principles and techniques; to make
independent judgments in absence of supervisioacgoire knowledge of topics related to the job of
Executive Assistant and Communications.

VERBAL APTITUDE:

Requires the ability to record and deliver inforimatto supervisors and officials; to explain proeess
and policies; and to follow verbal and written hustions, guidelines and objectives.

NUMERICAL APTITUDE:

Requires the ability to add and subtract totalsltipiy and divide; determine percentages; deterntime
and weight; and utilize statistical inference.

FORM/SPATIAL APTITUDE:
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Requires the ability to inspect items for propeglta, width and shape visually with equipment.
MOTOR COORDINATION:

Requires the ability to coordinate hands and eyesing automated office equipment.

MANUAL DEXTERITY:

Requires the ability to handle a variety of itewi§ice equipment, control knobs, switches, etc. Mvhasve
the ability to use one hand for twisting or turnmgtion while coordinating other hand with diffeten
activities. Must have high level of eye/hand/foobrdination.

COLOR DISCRIMINATION:

Requires the ability to differentiate colors anddss of color.

INTERPERSONAL TEMPERAMENT:

Requires the ability to deal with people (i.e. tafipervisors, general public and officials) bey@iving
and receiving instructions such as in interpretingartmental policies and procedures. Must be abifpt
to performing under moderate stress when confrontddan emergency related to the job of Executive
Assistant.

PHYSICAL COMMUNICATION:

Requires the ability to talk and/or hear (talkingxpressing or exchanging ideas by means of spoken
words) (hearing — perceiving nature of sounds by, ea

The Clarksville-Montgomery County School SysteransEqual Opportunity Employer. In compliance
with the Americans with Disabilities Act, the schegstem may provide reasonable accommodations to
qualified individuals with disabilities and encoges both prospective and current employees to siscu
potential accommodations with the employer. Sigrestibelow indicate the receipt and review of thls |
description by the employee assigned to the jobtl@idmmediate supervisor.

Employee’s Signature Supervisor’s Signature

Date Date
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