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FNSBSD JOB DESCRIPTION 

Job Title: Executive Assistant to the Assistant Superintendents 

Supervisor: Assistant Superintendent Classification:  Hourly, Non-
Represented 

Days/Months: 12 months Grade: 4 
 
Job Summary 
The executive assistant provides administrative support to the assistant superintendents 
analyzing, processing and communicating information to staff, the public, and other districts. 
 
Essential Job Functions 
Manages the assistant superintendents’ offices (e.g. establishing timelines and procedures, 
etc.) for the purpose of meeting operational requirements. 
 
Composes complex documents (e.g. correspondence, agendas, minutes, reports, etc.) for the 
purpose of communicating information to school and district personnel, the public, state officials, 
etc. 
 
Coordinates various activities (e.g. meetings, workshops, travel, etc.) for the purpose of 
delivering services in compliance to established guidelines. 
 
Prepares agendas, sends information electronically, and coordinates meeting locations for all 
principal meetings (elementary, secondary and combined k-12) on a regular basis, as well as 
other district groups.  
 
Generates purchase orders, check requests, etc. to maintain office supplies, equipment, and 
other items. Monitors accounts for various districtwide programs. 
 
Performs department-related payroll functions including processing employee change of status, 
electronic time sheets, and employee leaves. 
 
Coordinates and processes all gift acceptances and travel and fundraising requests between 
the schools and the administration, prior to submitting materials to the board for consideration.  
 
Manages and attends various administrative committees chaired by the assistant 
superintendents (policy committee, etc.). 
 
Monitors assigned activities and/or program components for the purpose of ensuring 
compliance with financial, legal and/or administrative requirements.  
 
Prepares and maintains written materials (e.g. agenda items, reports, confidential material, 
correspondence, etc.,) for the purpose of conveying and/or documenting information regarding 
district activities and/or procedures. 
 
Processes documents and materials (e.g. schedules, mail, payroll records, incoming 
correspondence, board agenda notes from schools, etc.) for the purpose of disseminating 
information to appropriate parties. 
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Works closely with the school board and superintendent executive assistants in regards to 
student discipline records and school board meeting agenda topics and materials. 
 
Maintains confidential student discipline records (both paper and computer files) and safety 
reports communicated to the district from law enforcement agencies and juvenile probation; 
keeps schools abreast of expelled/excluded students; works with parent/student on what 
procedures and requirements are needed to be readmitted to district schools; and prepares and 
finalizes discipline packets for school board readmission executive sessions.  
 
Researches a wide variety of information for the purpose of providing information and/or 
recommendations and/or addressing a variety of administrative requirements. 
 
Assists school administrators, administrative secretaries, and the general public with locating 
and interpreting school board policies and administrative regulations, district rules, past practice, 
and state and federal laws and regulations. 
 
Provides independent interpretation, guidance, and direction to inquiries of staff, other 
educational institutions, the public, parents, and/or students. Also provides conflict and 
resolution strategies in response to unhappy and disgruntled parent or staff complaints. 
  
Serves as liaison to school function committees and/or organizations and district administration 
for the purpose of conveying and/or gathering information required for district operations.  
 
Supports assigned administrative personnel (e.g., districtwide nursing coordinator, k-12 
counselors, and music teachers) for the purpose of providing assistance with their 
administrative functions. 
 
Maintains an online administrative calendar of events/deadlines for school administrators. 
 
Maintains the Fairbanks Principals’ Association’s professional development fund (e.g., 
determines yearly allocation, generates all purchase orders/reimbursements related to use of 
the funds for every school administrator, tracks expenses and updates the FPA executive board 
on unallocated monies). 
 
Manages school strategic planning documents and prepares them for presentation to the 
superintendent as needed.  
 
Facilitates year-end closeout for all schools.  
 
Attends Region VI (high school activities) board meetings and records proceedings. 
 
Serves as a back up to the superintendent and board office executive assistants.  
 
Non-Essential Job Functions 
May serve as backup for evening board and superintendent meetings.  
 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment including computer, printer, fax, and copy machines. 
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Independent Decisions 
Works independently within the scope of school board policies and procedures with supervision 
focusing on results; analyzes, leads, guides and/or coordinates other persons; and monitors the 
use of funds.  
 
Primary Working Contacts 
Extensive contact with building and administrative staff, parents, borough, state and federal 
agencies, and students. 
 
Responsibility for Cash, Equipment, Safety 
Responsible for collecting and depositing checks/cash for various summer programs. 
 
Supervision Received and Exercised 
None given; works under the direction and supervision of the assistant superintendents. 
 
Unusual Working Conditions 
Attendance at meetings, completing tasks outside of work hours, and overtime required as 
needed. High volume of work and strict adherence to deadlines may result in a stressful, high-
pressure environment.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. High school diploma or equivalent. 
2. A minimum of five (5) years of executive secretarial/administrative assistant experience 

or closely related executive administrative support. 
3. Must possess a high degree of skill and speed in typing. 
4. Extensive knowledge of English, spelling, punctuation and grammar and exhibit highly 

developed organizational and prioritization skills.  
5. Excellent skills in the use of computer software, including Microsoft Word, Excel, Adobe 

Acrobat, Google Docs, and Outlook.  
6. Exceptional reasoning, de-escalation, and customer service skills. 
7. Strong organizational and time-management skills. 
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8. Ability to successfully multi-task and smoothly deal with ever-changing priorities and 
frequent interruptions. 

9. Ability to maintain strict confidentiality. 
10. Skills required to satisfactorily perform the functions of the job include: applying pertinent 

codes, policies, regulations and/or laws; planning and managing projects; and 
performing standard accounting procedures.  

11. Abilities required to satisfactorily perform the functions of the job include: ability to 
multitask, meeting deadlines and schedules; working under time constraints; being 
attentive to detail; communicate and listen effectively with all types of people. 
 

The following are preferred: 
1. A working knowledge of the district from programs to departments is highly desirable. 
2. Experience with Munis and PowerSchool strongly preferred.  

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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