
 
POSITION DESCRIPTION 

 
Job Title: Office Assistant 
Reports to: Building Principal 
Hours: 27.5 hrs/week for 36 weeks (school year position)  
 
Position Description: 
The Office Assistant performs duties in the front office and provides support to the Administrative 
Assistant as directed.  
 
Essential Job Responsibilities: 

 Performs reception responsibilities in a professional, caring, and prompt manner 

 Greet and assist visitors, teachers, parents and students, answer incoming telephone calls, 
record and deliver messages to principal and staff, sorts mail 

 Route requests for prearranged absences and homework assignments to teachers 

 Assist and/or help sick or injured students 

 Assists in ordering & stocking of instructional supplies and concession supplies 

 Deals with student and staff information/matters in a confidential manner 

 Performs data management and written communication duties in an accurate and thorough 
manner. 

 Effectively use computerized data bases and system-defined software for registration, 
attendance tracking, grade tracking and other related uses, main user of PowerSchool 

 Record pupil attendance, process issuance of student passes, permits and tardy slips 

 Publish daily/weekly/monthly bulletin and/or monthly newsletters & assist in duplicating and 
distribution as directed by principal 

 Assemble yearbook proofs 

 Is knowledgeable about the operation of office machines and equipment and coordinates   
machine duplication work, assists teachers or staff with operation of machines 

 Maintains a professional appearance in the school office and work room 

 Takes inventory and orders supplies for office 

 Assists principal, staff, and Parent-led organizations in collecting and tracking fundraising and 
fee collections for field trips, etc. 

 Operates the computer and scans lunch cards during lunch duty 

 Performs other duties as assigned by the principal. 
Qualifications: 

 2-4 years office experience in a school setting, preferred 

 Well-developed interpersonal and communication skills, good planning and organizational 
skills; detail oriented 

 Strong computer skills and literate specifically in Microsoft Word, Publisher, Excel 

 Knowledgeable of office equipment including copier(s), printer and fax machines 

 Professional appearance and manner 
 
Work Environment The work environment characteristics described here are representative of those 
an employee encounters while performing essential functions of this job: 

 Indoors, In a temperature controlled area, In a confined area 

 Where frequent interruptions or distractions occur 

 Where moderate levels of noise are likely to occur 

 May involve work at off-site locations     
          

I accept the above responsibilities and by signature indicate my willingness to enthusiastically 
participate in the implementation of the faith community. I can perform the above duties with 
reasonable accommodations. 
Print Name:_____________________________________  
 
Signature:_____________________________________ Date:___________________   
 


