
 
 

Our Lady of the Elms School 

Job Description 

ADMINISTRATIVE ASSISTANT 

 
REPORTS TO: Academic Dean 

 

GENERAL DESCRIPTION 
The Administrative Assistant is responsible for working directly in an administrative support 
role to the Division and provides support for Our Lady of the Elms administration and faculty as 
needed.  This position also provides front desk support including, but not limited to, answering 
the phone, taking messages, directing phone calls, coordinating school office operations and 
greeting and attending to school visitors, school staff and student requests. 
 

QUALIFICATIONS 
High School Diploma or GED, supplemented by a minimum of two years previous experience 
and/or training that includes secretarial or clerical work, or any equivalent combination of 
related education, training and experience which provides the required knowledge, skills and 
abilities to perform the essential job functions. 

 
SKILLS 

1. Requires strong service-related people skills and problem solving skills as this position is 
generally the first contact and has significant responsibility in representing the School. 

2. Requires a compassionate and caring nature that seeks to serve the students and adults 
of the Elms community with patience and kindness. 

3. Requires strong verbal and written communication skills due to interaction with the 
general public, school personnel, diocesan and state agencies and other groups on a 
regular basis. 

4. Requires strong, positive interpersonal relationship skills. 
5. Requires exemplary organizational skills to balance the demands of a faced-paced multi-

tasking environment with numerous interruptions. 
6. Requires strong technology skills in the areas of office software, electronic 

communication, database systems, word processing spreadsheets [specifically, 
Windows Office platform], and office equipment, i.e., phones, fax and copiers. 

 
ABILITIES 

1. Requires extraordinary attention to detail and follow-through to meet deadlines and 
commitments. 

2. Requires conscientious attention to detail and commitment to accuracy in all areas. 



3. Requires significant confidentiality responsibilities due to parent, student and staff 
issues. 

4. Requires adhering to all federal, state and local laws, rules and regulations. 
5. Requires adhering to diocesan, and school policy, rules and regulations. 
6. Must demonstrate punctuality, good attendance, and strong work ethic in all areas. 

 
PERFORMANCE RESPONSIBILITIES 

1. Serve as a liaison between school staff and administration and between parents and 
administration. 

2. Perform tasks as requested by the Academic Dean. 
3. Maintain employee files. 
4. Maintain student files. 
5. Prepare calendars for posting to the website and distribution 
6. Maintain a database of current student information and update as necessary. 
7. Create student and faculty forms and update as necessary. 
8. Maintain Emergency Medical form files and provide copies for adults taking students off 

campus. 
9. Prepare office for beginning of the school year. 

 update and prepare beginning of the year forms 
 mail information and student forms to families 
 mail information to faculty 
 prepare student and faculty folders for orientation meetings and the first day of 

school. 
 prepare and process student and faculty parking tags 
 welcome and process new faculty members. 
 assign lockers and prepare student notifications 
 update Parent/Student Handbook and prepare for printer 

      10.  Record attendance calls and emails and contact parents as necessary to  
             insure student safety. 
      11.  Along with the auxiliary nurse assistant, maintain student immunization records. 
      12.  Care for students who are injured or ill and take necessary actions. 

 admit to clinic and monitor student’s condition 
 contact parent/guardian as needed 
 maintain the Clinic environment 
 distribute medications as required 
 maintain clinic visit records 

      13.  In collaboration with the Business Office, prepare and distribute free and  
              reduced lunch cards. 
      14.  Greet faculty and students as the day begins and respond to requests and  
              problems as they arise. 
      15.   Schedule facilities and transportation for events as needed. 
      16.  Other tasks and responsibilities as required or assigned by the Academic Dean. 
 

TERMS OF EMPLOYMENT 
 The work year is 12 months, eight hours per day from 7:30 a.m. to 3:30 pm., with four 

weeks of vacation, which can be taken during school breaks or in the summer. 
 Verification of health to perform job. 
 Clear criminal background check [BCI and FBI and Fingerprinting] 



 Required attendance at a Diocesan Virtus training session. 
 Valid driver’s license. 
 

Our Lady of the Elms School is an Equal Opportunity Employer 

 
 
 


