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FNSBSD JOB DESCRIPTION 

Job Title: Executive Assistant to the Superintendent 

Supervisor: Superintendent Classification: Hourly, Non-
Represented 

Days/Months: 12 months Grade: 4 
 
Job Summary 
The executive assistant to the superintendent provides secretarial and administrative support 
to the superintendent of schools and the director of community and public relations and is 
responsible for all logistics in making the office(s) run efficiently and effectively by performing 
a wide variety of technical and complex duties; communicates information to the press, the 
public, the staff, and other districts and agencies; ensures compliance with necessary state 
and local requirements; drafts written communications for the superintendent, and provides 
information and/or direction as required. 
 
Essential Job Functions 
Manages the office of the superintendent for the purpose of meeting operational requirements in 
a confidential manner. 
 
Composes complex documents for the purpose of communicating information to district 
personnel, to the public, and local, state and national officials, etc., for superintendent 
consideration. 
 
Responds to inquiries and requests of staff, other educational institutions, the public, parents, 
students and elected officials for the purpose of providing information and/or direction as may 
be required, e.g., interpret and provide guidance on school board policies, administrative 
regulations, state statutes and regulations, and general district practices. 
 
Serves as a liaison to organizations and administration for the purpose of conveying and/or 
gathering information required for district operations with sensitivity, kindness and tact. 
 
Prepares agendas and minutes/notes for teacher advisory and superintendent meetings as 
needed. 
 
Produces reports, correspondence, and forms from corrected copy, rough draft, dictation, or 
generates from minimal instruction or on own. 
 
Maintains important or confidential records and files, and all documents pertaining to the office. 
 
Prepares responses to all incoming correspondence for the superintendent’s consideration 
and/or signature. 
 
Opens, sorts, reads, and copies incoming correspondence for routing and distribution to the 
superintendent and all upper level management. 
 
Proofreads all correspondence, reports, and minutes to verify accuracy of grammar, spelling, 
and completeness. 
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Assists other office personnel as may be required for the purpose of supporting them in the 
completion of district activities, including back up for the school board meetings. 
 
Generates purchase orders to maintain office supplies, equipment, travel, services, and other 
items. 
 
Maintains appointment schedule using the electronic district calendar, plans itineraries, keeps 
track of progress and maintains production to meet deadlines. 
 
Organizes and coordinates special events for the superintendent. 
 
Supports assigned administrative personnel for the purpose of providing assistance with their 
administrative functions. 
 
Researches a wide variety of information for the purpose of providing information and/or 
recommendations and/or addressing a variety of administrative requirements.  
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment, including computer, printer, scanner, fax and copy machines; Board 
room public address system, recording device, and timer. Software programs commonly used 
include Excel, Microsoft Word, district email and electronic calendars, Internet web browsers, 
and desk top publisher. 
 
Independent Decisions 
Broad guidelines are given with independent decision-making expected. The amount of 
independent decision-making in working with people is significant. Superintendent or director is 
advised of actions to inform, verify or redirect as needed. 
 
Primary Working Contacts 
Extensive contact with elected officials, the press, school district central office administrators 
and staff, principals, teachers, parents, students, and the general public, in addition to contact 
with local, state and national officials. 
 
Responsibility for Cash, Equipment, Safety 
Monitors the use of funds for superintendent and director accounts with moderate responsibility 
for assets.  
 
Supervision Received and Exercised 
None given; works under the direction and supervision of the superintendent with overall 
supervision focusing on work results.  
 
Unusual Working Conditions 
Attendance at meetings and completing tasks outside of work hours; workload may be stressful; 
consequences of employee error could have significant impact on the organization; moderately 
flexible work schedule required; may work occasional evenings to support the School Board 
meetings.  
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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 20 lbs. 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 to include extensive knowledge of English, spelling, 
punctuation, and grammar. 

2. A minimum of five (5) years of executive secretarial/administrative assistant experience 
or closely related executive administrative support. 

3. Must possess strong technical skills; a high degree of skill and speed in typing; 
shorthand/or speedwriting desirable.  

4. Excellent skill and knowledge of standard office procedures and equipment; and strong 
written, oral, and interpersonal communication skills in English.  

5. A high degree of knowledge, proficiency, and experience working with computers and 
various types of software, including word processing, spreadsheet, database, desktop 
publishing, the internet, and email. 

6. Ability to maintain confidentiality, evaluate, and prioritize work to keep several projects 
progressing to completion simultaneously with minimal direction and make decisions 
involving significant initiative, discretion and judgment; communicate effectively with all 
types of people in a diplomatic manner.  

7. Must be able to maintain some flexibility in the work schedule. 
 
The following are preferred: 

1. None. 
 
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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