
 

LA HABRA CITY SCHOOL DISTRICT 

JOB DESCRIPTION 

 

EXECUTIVE ASSISTANT TO THE SUPERINTENDENT 

 
Definition: 

 

Under general direction of the Superintendent, perform a variety of highly responsible and complex secretarial duties and 

administrative responsibilities, coordinate communications and information, interpret policies and regulations to officials, 

staff and the public; and attend and record meetings of the Board of Education. 

 

Typical Tasks: 

  

- Perform highly responsible, confidential and complex secretarial and administrative assistant duties for the 

Superintendent and Board of Trustees. 

- Plan, coordinate and organize District office activities and the flow of communication for the Superintendent in an 

efficient manner. 

- Serve as a liaison to the public, parents, community groups, media, management employees and staff members, 

representing and interpreting District policies and procedures. 

- Receive the public in person and by telephone, often on urgent or important business, and route inquiries to 

appropriate locations for resolution.   

- Analyze situations using independent judgment to develop effective options in resolving problems and/or complete 

situations with tact, diplomacy, and sensitivity to others.  

- Attend (evening and daytime) meetings of Board of Trustees, take and transcribe official minutes of said meetings. 

- Coordinate the procedural preparation of agenda materials between District departments for Board of Trustees 

meetings and distribute agendas. 

- Compose difficult correspondence independently on a variety of matters; including personnel documents related to 

credentials, employment, retirement, salary schedules and terminations; compile and transcribe letters, memoranda, 

speeches, reports and other communications. Research and compile regular and special confidential reports. 

- Make and confirm appointments, review and sort mail, and answer mail directed to District Superintendent and the 

Board of Trustees. 

- Maintain and update Board policy manuals. 

- Serve as a resource regarding credential matters in conjunction with other division staff by analyzing transcripts 

and maintaining the District’s credentialing/permit process to clear certificated staff for employment. 

- Respond to questions from applicants, employees and the general public regarding district employment, policies, 

procedures and regulations, employee forms, certificated job listings and employment applications. 

- Screen initial requests for certificated employment; prepare job postings for EdJoin, schedule panel interviews, 

prepare interview materials and notify applicants of selection status. 

- Communicate with administrators to determine certificated staffing needs, employee tenure, and recruitment status; 

gather, compile and evaluate transcripts to determine salary placement of new and existing certificated employees. 

- Maintain position control listing. 

- Supervise, train and provide work direction to the District Office receptionist and other secretarial staff on special 

assignments. 

- Perform other related duties as assigned. 

 

Minimum Qualifications: 

 

Education: Completion of high school or General Education Diploma (GED); college level coursework in business, 

secretarial science, communications or a related field is desired.  

 

Experience: 

- Four years of recent increasingly responsible secretarial or administrative assistance experience, some of 

which should have involved secretarial duties for a District administrative official or a high level 

administrator. 

- Prior responsibility for maintaining and processing confidential information.  

- Computer experience including use of word processors, spreadsheets, presentation software and database 

management programs. 

 

 



 
LA HABRA CITY SCHOOL DISTRICT 

Executive Assistant to the Superintendent 

Page 2 

 

 

Knowledge of:  

- Office procedures and practices, including filing systems, telephone techniques and etiquette; record 

keeping and methods of collecting and organizing data and information. 

- District organization, operations, and policies. 

- Applicable laws, sections of the State Education code, rules and regulations related to assigned duties. 

- Correct English usage, grammar, spelling, punctuation, vocabulary and proofreading skills for composing 

business letters and reports. 

- Public relations, interpersonal and problem solving skills.   

 

Ability to:  

- Perform highly responsible and confidential secretarial and administrative assistant duties. 

- Work independently on complex technical and secretarial work with speed and accuracy; work under 

pressure and maintain a business-like manner; maintain confidentiality; and direct others on special 

projects.  Meet schedules and timelines. 

- Answer telephones, greet the public and represent the District in a calm, pleasant and professional 

manner.   

- Communicate both orally and in writing with students, parents, staff, school officials and the public using 

tact, patience, and courtesy.  Compose effective correspondence. 

- Organize, compile and prepare complex materials and reports concerning a broad range of subject matter.  

- Analyze situations accurately and use sound independent judgment to develop an effective course of 

action in order to resolve issues, complaints and problems.  Think and act quickly in case of emergencies. 

-  Take and transcribe minutes of meetings and maintain District records of all meetings. Type at a minimum 

of 50 words per minute. 

- Interpret and apply school district policies, practices and regulations. 

-   Establish and maintain cooperative working relationships with district personnel and others. 

-  Operate a variety of office equipment; and work proficiently with spreadsheets, word processing and other 

office computer programs. 

 

PHYSICAL REQUIREMENTS 

The work environment and physical demands of the position as described below are representative of those that must be met 

by an employee to successfully perform the essential functions of this management classification.  These physical standards 

are generic in nature and tasks may vary dependent on school site or specialized department assignment.   

Work Environment 

This position may involve the following: constant interruption and direct contact with the public and employees; a high 

volume of responsibilities that will require directing and/or supervising staff.  Working in an office environment where the 

noise level is usually quiet; and handling multiple/variety of tasks simultaneously.   

 

Physical Demands 

The physical demands of this position include: ability to sit for extended periods of time; some walking and standing on 

various surfaces as well as bending and reaching at, below and above shoulder level. Lifting, pushing or pulling of objects 

generally not exceeding 20 pounds may also be required. Repetitive use of fingers and hands to operate a keyboard and 

other office equipment is necessary; hearing and speaking ability sufficient to provide information via phone, intercom and 

personal contact is also needed.  Vision abilities including close vision, depth perception and the ability to focus are 

required.  

 

Licenses: Must have and maintain a valid Class C California Driver’s License, have transportation and be insurable. 

 

Work Schedule: 1 Supervisory/Confidential Salary Range:  64 

 

PRESENTED TO THE BOARD:    May 10, 2012  
PRESENTED TO THE PERSONNEL COMMISSION:   May 15, 2012  (1

st
 Reading) 


