ROSS  VALLEY  SCHOOL  DISTRICT
STAFF ASSISTANT

SUPERVISION EXERCISED AND RECEIVED:


Under the immediate supervision of the Business Manager.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

(
Initial District Office contact: Initiates/answers telephone calls; refers or provides information/direction as necessary; takes messages as appropriate;

(
Prepares and monitors parcel tax exemptions and parcel tax appeals;

(
Prepares, submits and monitors tenant leases; insurance verification, rate changes, utility charges;

(
Prepares District Office purchase orders;

(
Orders stationery and office equipment supplies for District Office;

(
Collects CBEDs information from sites and prepares and submits information to State;

(
Prepares, submits and monitors forms for District building projects with architect, contractors and State agencies;

(
Prepares, submits and monitors all Federal disaster claims, specifically for earthquake and flood damage;

(
Assesses, collects and monitors developer fees for new construction in District;

(
Processes Facility Use Agreements, daily enrollment, enrollment projection reports, independent study agreements, health and welfare invoices, Internet Use Agreements, student accident reports, UPS and Fed Ex shipments;

(
Calculates instructional minutes;

(
Maintains the phone system at the District Office;

(
Backs up computer system;

(
Maintains log for Staff Development Days;

(
Prepares invoices as needed;

(
Maintains hospitality and revolving and petty cash accounts; processes checks for Student Body and makes deposits; maintains log of checks received;

(
Maintains employee accident reports and monitors Workers Compensation claims;

(
Sets up school calendar in Carter Pertaine;

(
Provides assistance to Superintendent, Business Manager, Personnel Director, Payroll Assistant, Fiscal Services Officer, Executive Assistant and Director of Maintenance & Operations as needed;

(
Provides backup for Food Services Coordinator;

(
Operates computer, typewriter, calculator, copiers and fax machine;

(
Other related duties as assigned.

STAFF ASSISTANT

MINIMUM REQUIREMENTS:

Knowledge of:

(
Operation, procedures and policies of the District;

(
Modern office methods, practices, procedures and equipment;

(
Current software computer programs;

(
Payroll and personnel procedures.

Ability to:

(
Answer phones and greets people in a friendly manner;

(
Understand and carry out written and oral directions without close supervision;

(
Analyze problems accurately and adopt an effective course of action;

(
Use correct English, spelling, punctuation and arithmetic;

(
Meet the physical requirements necessary to safely and effectively perform assigned duties;

(
Maintain effective work relationships with those contacted in the performance of required duties;

(
Learn and follow the practices, rules, and regulations of the District and the school to which assigned;

(
Maintain the confidentiality of school related information.
EDUCATION:

(
High School graduate or equivalent;

(
Some college courses or recent work experience in similar position is desirable.

EXPERIENCE:

(
Any combination of experience and training which would indicate possession of the knowledge, skills and abilities listed above.
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