YKSD JOB DESCRIPTION[image: Yksdlogo_blk]

	Job Title:
	Administrative Assistant I

	Supervisor:
	State & Federal Programs Director
	Location:
	District Office, Fairbanks

	Authorized Hours:
	7.5 hours per day, M-F
	Classification:
	Classified/Hourly

	Days/Months:
	12 months
	Range:
	F, starting at $21.93 DOE


**This position is grant funded and contingent upon the funding.  The anticipated grant end date of June 2025. Although the grant is expected to end on that date, sometimes additional funding can be obtained to extend a grant beyond the end date. If that would occur, your employment under the grant might also be extended. However, you should be aware that your employment as a staff employee of the Yukon Koyukuk School District is considered to be at will and may be terminated by you or the YKSD at any time regardless of the end date of the grant.

General Responsibilities
Under general direction of the Director of State & Federal Programs.  This position performs complex, specialized or full clerical support to an office, along with setting clerical office procedures for clerks to perform (word processing, spreadsheet building, mailings and record keeping). These tasks are performed with general directions from the supervisor while setting the priority.  Must be highly organized and have ability to prioritize. Services must be provided with independence, judgment and initiative. Must understand the importance of and be able to meet deadlines. 

Qualifications
Education:  Bachelors Degree preferred.  
Experience:  A minimum of 3 years experience working with Federal or Grant programs or similar position.

Example of Duties
1. Promote a positive image of the district providing positive public relations at all times.
2. Works with ESTEEM Grant Coordinator to (make student and staff travel arrangements).
3. Works with AN ELDER II Grant Coordinator to (make student and staff travel arrangements)
4. Work with AN ELDER II Grant Coordinator to create Native language assessment tools, evaluate student responses, and keep track of data.
5. Answer telephones and transfer to appropriate staff member.
6. Work with supervisor to complete grant paperwork, reports, and proposals.
7. Draft and revise program forms and correspondence as directed.
8. Distribute mail, faxes, paperwork, and documents accurately and in a timely manner.
9. Use database to generate and compile information and reports as needed.
10. Request, receive, input and maintain files in database for purchase orders as needed.
11. Prepare and maintain files on hotel/travel arrangements for supervisors and other staff.
12. Composes letters and memoranda based upon instructions.
13. Gathers and compiles information and, prepares regular and recurring reports.
14. Performs difficult word processing assignments such as the preparation of publications, newsletters, and district’s information handbooks.
15. Coordinate and direct office services, such as records and budget preparation.
16. Corresponds with parents, teachers, principals and community stakeholders in a positive, professional manner.
17. Collect and maintain inventory of office equipment and supplies.
18. Assists in special events which may be beyond regular office hours.
19. Be able and willing to work in a fast-paced work environment.
20. Other duties as assigned.  Please note this job description is not intended to cover or contain all activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice.

Knowledge of:
· Principles and practices of administrative support procedures, to include copying, filing, organizing and communication skills.
· Correct business practices, correspondence and typing formats, including English grammar, composition, spelling and punctuation when creating letters, memos, proposals, faxes, flyers, and brochures.
· Computer systems and software in a business environment, navigate the District’s student database and Microsoft Office.
· Use of Excel and setting up spreadsheets
· Federal and State grants and budgets

Skills: 
Strong written communication skills; ability to write clear, structured, articulate, and persuasive proposals. Strong editing skills.  Strong attention to detail.

Abilities:
· Meet deadlines.
· Read and comprehend statutes, regulations, policy and procedures, apply them to specific situations and explain procedures and requirements.
· Recognize errors and discrepancies, taking the appropriate action independently with authority, using decision making skills.
· Respond to inquiries or provide information to staff, board members and public with considerable tact, diplomacy and discretion in sensitive areas.
· Plan and organize record keeping and filing systems for the work area.
· Search for, select and compile/summarize data and information..
· Compare data from a variety of sources for accuracy and completeness, identify discrepancies or inaccuracies and make corrections.
· Compose memoranda and correspondence related to work.
· Establish and exhibit cooperative relations with those contacted in the course of work.
· Exhibit supportive, positive work interaction behaviors.
· Work independently and prioritize workload for self and others.
· Perform intermediate arithmetic such as formulas involving fractions, decimals, and percentages.

Equipment Used
Standard office equipment, including computer, printer, copier, fax machine, telephone system, and video conferencing.

Independent Decisions
Makes decisions of a routine, job-related nature, based on School Board policy, district and/or building rules.

Primary Working Contacts
Administrators, teachers, and district office staff.

Responsibility for Cash, Equipment, Safety
None

Supervision Received and Exercised
Receives oral and/or written instructions from the assigned district office administrator. 

Unusual Working Conditions
Work is performed in a normal office setting.  There are no unusual demands of the position.  Position is mostly sedentary with extended periods sitting at desk/computer.

Evaluation
Annual written evaluation.
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