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	POSTING DATE:
	July 11, 2019

	POSITION:
	Executive Assistant to Superintendent and Treasurer

	REPORTS TO:
	Superintendent

	MINIMUM REQUIREMENTS:


	-
· Minimum five (5) years real experience serving as an assistant to executive level positions
· Proficient with Microsoft Office Suite including Word, Excel, Outlook and Power Point
· Ability to multi-task, work under deadlines, and be organized
· Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form
· Skills to read, analyze and interpret general information
· Mathematical skills to handle advanced business calculations
· Must be a self-starter and be able to work with little supervision
· Ability to maintain confidential information
· Outstanding attendance
· Associate degree preferred but not required


	RESPONSIBILITIES:
	Include, but not limited to the following:
· Provides secretarial assistance to Board of Education, Superintendent, Treasurer (Board of Education agendas, addendums, meeting minutes, policy manuals, etc.)
· Responsible for maintaining and updating policies and administrative guidelines

· Maintains all personnel files (including background checks, licenses, evaluations)
· Liaison between Local Professional Development Committee and ODE
· Assists staff with teaching licenses
· Responsible for staff contracts and salary schedules
· Responsible for maintaining employee service recognition program
· Plans meetings and social functions for Board of Education and Superintendent
· Coordinates all bus & van driver training and documentation
· Schedules appointments for Superintendent & Treasurer
· Attends required meetings relating to position
· Other administrative assistant duties as assigned



	WORK YEAR:

	258 day contract 

	SALARY:
	Based on experience, skills and education

	STARTING DATE:
	To be determined

	APPLICATION PROCEDURE:
	Send a classified employee application (available online at http://tririvers.com, a resume including three (3) reference letters, and a cover letter detailing skills and qualifications for the position.  For more information, call (740) 389-8515.   


	SUBMIT APPLICATION MATERIALS BY

July 24, 2019 TO: 
	Mrs. Debbie Curtis, Executive Assistant
Tri-Rivers Career Center

2222 Marion Mount Gilead Road

Marion, OH  43302


Equal Opportunity:  In accordance with Title VI, Title IX and Section 504 of the Rehabilitation Act of 1973, The Tri-Rivers Career Center Board of Education has a policy prohibiting discrimination against any person on the basis of sex, race, religion, disability, age or national origin.
VACANCY POSTING





Tri-Rivers Career Center &


Center for Adult Education





A school where you are ALLOWED to, INSPIRED to, and EXPECTED to be AMAZING!








