
Elmhurst CUSD 205 

School Administrative Assistant 10 Month - Elementary School 

Date Prepared: February 20, 2016 

Supervisor: Building Principal 

Position Type: PSRP 

Prepared By: Jim Woell 

FLSA Status: Non-Exempt 

Current Classification: 1 

Summary 

Assists the school lead administrative assistant in all areas and with all responsibilities by providing 

administrative services to the principal and the school. Performs administrative duties in elementary 

school of assignment by performing the following duties. 

Essential Functions and Responsibilities include the following. Other duties may be assigned. 

• Composes, or transcribes from rough draft, correspondence, bulletins, memorandums, and other

material.

• Compiles, files or forwards student grades and attendance reports and other school records when

requested.

• Assists with maintaining student records and files.

• Greets and screens all visitors to school, determines nature of business, processes visitor pass when

necessary (Raptor) and directs visitors to the appropriate destination.

• Assists students and parents with needs and resolves issues or directs same to appropriate staff.

• Answers telephone calls, takes messages, or transfers calls.

• Maintains calendar of school events or serves as backup in schools where the Assistant Secretary

maintains the calendar.

• Assist with managing and coordinating substitute coverage for certified and noncertified staff.

• Assists with coordinating registration, fees and enrollment processes for all students either new or

returning.

• Assists with student residency during registration process.

• Assists with submitting monthly, quarterly and yearly District and State Reports.

Supervisory Responsibilities 

This job has no supervisory responsibilities. (This refers to supervision of other employees, not students.) 

Competencies 

To perform the job successfully, an individual should demonstrate the following competencies: 

Analytical - Synthesizes complex or diverse information; collects and researches data; uses intuition and 

experience to complement data; designs work flows and procedures. 

Continuous Learning - Assesses own strengths and weaknesses; seeks feedback to improve performance; 

pursues training and development opportunities; strives to continuously build knowledge and skills; shares 

expertise with others. 

Job Knowledge - Competent in required job skills and knowledge; exhibits ability to learn and apply new skills; 

keeps abreast of current developments; requires minimal supervision; displays understanding of how job 

relates to others; uses resources effectively. 

Use of Technology - Demonstrates required skills; adapts to new technologies; troubleshoots technological 

problems; uses technology to increase productivity; keeps technical skills up to date; escalates issues when 

needed. 










