
6/17..2/2020 
 
TITLE:  EXECUTIVE ASSISTANT OF ELEMENTARY & SECONDARY EDUCATION 
SUPERVISOR(S): Assistant Superintendent of Elementary and Instruction 
  Assistant Superintendent of Secondary and Curriculum 
 
QUALIFICATIONS: 

 Five years of successful administrative assistant, general office or computer experience 
 Preferred candidates will hold a bachelor’s degree 
 High level of customer service and interpersonal skills 
 Ability to effectively prioritize work, meet multiple deadlines, and adjust to changing workloads and 

priorities 
 Ability to create, analyze, and interpret complex documents and data, such as reports, budgets and 

demographic data in order to assist supervisors in making program decisions and recommendations 
 Proficient with spreadsheets, word processing, database software, and presentation software 
 Proficient at utilizing various software applications for bookkeeping, entering and managing data, and  

running reports 
 Proficient at keeping records, logs, ledgers while working within school district defined processes and 

procedures 
 
PRIMARY FUNCTION; 
It is the primary function of the Executive Assistant of Elementary and Secondary Education to assist and 
support the Assistant Superintendent of Elementary and Instruction and the Assistant Superintendent of 
Secondary and Curriculum in ensuring that all students graduate from Coeur d’Alene schools with a sense of 
self and purpose, ready for college and/or career, and equipped with the skills, capacities and dispositions 
outlined in Coeur d’Alene School District’s Graduate Profile.  It is the essential work of the Executive Assistant 
to provide technical support to the Assistant Superintendents as they lead elementary education, secondary 
education, curriculum development, instructional design and delivery, assessment, staff development and 
evaluation in all areas of educational programming to make certain that each and every student receives the 
quality instruction and equitable support required to thrive in the 21st century. 
 
PERFORMANCE RESPONSIBILITIES (to include): 

 Work directly with and provide assistance to Supervisors as directed 

 Plan and perform clerical work requiring independent judgment, accuracy, and speed 

 Keep annual calendar of reports, meetings, professional leave forms, transportation requests, word 

processing, and correspondence for elementary and secondary administrators 

 Initiate, track, and process purchase orders to include district-wide purchases 

 Assist with preparation of annual reports, etc. 

 Track and monitor several budgets by updating entries as expenditures are made.  Perform any 

bookkeeping task as requested. 

 Track, monitor and send notification to “out” and “in” district open enrollment transfers for elementary 

and secondary students. 

 Assist the Driver Education Teacher with program to include correspondence, selecting students, answer 

questions, collect money, make deposits, purchase orders, filing, etc.  

 Prepare and disseminate various correspondence, reports, notices, minutes, etc. 

 Place, receive, and direct all incoming calls/messages and respond appropriately to requests for 

information in a courteous and professional manner 

 Obtain, gather and organize a large variety of data into a usable format to include suspensions, 

enrollment, dropouts, payroll, University of Idaho credits, testing, etc. 

 Organize forms, data, schedules, notes of yearly special programs. 

 Order and maintain office supplies 

 Maintain files as directed. 

 Continually monitor and update district forms. 

 Fill in at the receptionist desk, answer calls, and greet visitors (as needed basis) 

 Organize and complete large mailings  



 Monitor bank card purchases and statement reconciliation. 

 Perform such other tasks and assume such other responsibilities that are legal, moral and ethical as the 

supervisor(s) may assign 

 

ESSENTIAL FUNCTIONS (required with or without a reasonable accommodation) 

 Effective communication capabilities to discern verbal conversation 

 Comprehend the meaning of words and respond effectively 

 Visual acuity to comprehend written work, prepare, review and organize documents and observe 

classroom and student activities 

 Manual dexterity to perform repetitive hand/wrist/arm motions and to operate a computer and office 

equipment 

 Personal mobility, flexibility, and balance which permits the employee to work in an office environment 

and travel around the district and community as necessary 
 
TERMS OF EMPLOYMENT:   
Position is hourly and non-exempt. Salary and work year to be established by the board. 
 
 
EVALUATION:  
Performance of this job will be evaluated in accordance with provisions of the Board's 
Policy on Evaluation of Classified Personnel. 
 


