
 
YREKA UNION SCHOOL DISTRICT 

JOB DESCRIPTION 
 

EXECUTIVE ASSISTANT 
 
DEFINITION OF POSITION 
 

Under the direction and supervision of the Superintendent, will perform complex and responsible             
duties; perform complex financial record-keeping for budget development; prepare special          
reports; and, perform other related work as assigned and required. Duties require access to, and               
possession of, information related to matters directly involved in the negotiating area, such as              
typing minutes of negotiation sessions and copying information for sessions. Performs advanced            
secretarial work. Duties require initiative, knowledge, judgment, tact and ability to relieve the             
Superintendent of administrative detail. Duties require access to, and possession of, information            
pertaining to employer/employee relations; therefore, this is a Confidential positive and not part             
of the Classified Bargaining Unit. 
 

EXAMPLES OF DUTIES – Essential duties of this position may include, but are not limited to,                
the following: 

1. Receives all visitors to the district office, and routes phone calls to appropriate             
employee,  

2. Arrange meetings for district office personnel, 
3. Develops and maintains files of correspondence, records and other documents,  
4. Attends all meetings of the Board of Trustees and keeps accurate accounts of the              

proceedings,  
5. Prepare board agendas, board action calendar, and organize workshops and meetings, 
6. Prepares board agendas and enclosures for monthly board meetings, 
7. Types official minutes of board meetings, 
8. Prepares information for negotiation sessions, 
9. Compiles materials needed for the district audit, 
10. Maintains certificated and classified personnel files, 
11. Responsible for Superintendent’s correspondence, memos, bulletins, etc. 
12. Responsible for certificate of transfers of students, 
13. Has overall responsibility of P1/P2 and annual attendance reports, 
14. Creates monthly district enrollment, attendance and discipline reports, 
15. Coordinates employee travel with school vehicles,  
16. Handles registrations, reservations, etc. when staff attends conferences/workshops, 
17. Works with the Food Services Department on lunch reimbursements, overdue bills           

and the Community Eligibility Program (CEP). 
18. Updates district policy books on a quarterly basis,  
19. Works with the Superintendent to update board policies on a monthly basis, 
20. Advertises for the hiring of the new district personnel, 
21. Serves as the liaison between new employees and the HR/Payroll process, 
22. Opens, reads and routes district mail, 



23. Administers information or answers questions where judgment, knowledge and         
interpretation of policies, procedures and regulations are necessary, 

24. Composes correspondence on own initiative or at the direction of the Superintendent,  
25. Performs other duties as required and/or assigned. 

 

QUALIFICATIONS 

1. Knowledge of business letter writing and forms; 
2. Knowledge of modern office methods and practices, including fluency in computer           

hardware and various software programs; 
3. Ability to compose correspondence or reports independently; 
4. Ability to type at 65 net words per minute,  
5. Ability to establish and maintain harmonious working relationships; 
6. Ability to learn and apply rules, regulations and policies; 
7. Ability to work independently in the absence of specific instructions, establishing           

priorities to meet deadlines; 
8. Ability to deal effectively with a wide range of personalities and situations requiring             

diplomacy, friendliness, poise, and firmness 
9. Ability to learn district organization and key personnel; 
10. Ability to perform a variety of complex clerical and record keeping work requiring             

exercise of judgment and knowledge of subject area. 
 
PHYSICAL DEMANDS 

1. Require vision (which may be corrected) to read small print; 
2. Require the mobility to stand, stoop, reach, and bend; 
3. Perform work which involves occasional lifting, pushing and/or pulling of objects which            

may weigh an approximate twenty (20) pounds; 
4. May be required to use personal vehicle in the course of employment; 
5. May be required to work at a video display terminal for prolonged periods. 

 
Reasonable accommodations may be made to enable a person with a disability to perform the               
essential functions of this job. 
 
EXPERIENCE 

Any combination equivalent to training and experience that could likely provide the required             
knowledge, skills, and abilities would be qualifying. A typical way to gain the knowledge, skills,               
and abilities required of this position would be:  

1. Secretarial experience to a top level administrator in a school or a large corporation; 
2. Experience in meeting the public; 
3. Experience in an educational setting; 
4. Experience in bookkeeping and budget monitoring. 

 

EDUCATION 

1. Graduation from high school; 
2. Completion of college level courses in business or public administration, or in-service            

training appropriate to this position.  
 



REQUIRED LICENSES/CERTIFICATES 
 

Must possess a valid California driver’s license. 
 
 
 
EXECUTIVE ASSISTANT 
Salary Range:  $22.71 - $32.15 
REVISED: ________ 
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