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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

EXECUTIVE ASSISTANT II - SUPERINTENDENT 

 

DEFINITION: 
Under the direction of the Superintendent, perform various complex clerical and administrative duties; 
prepare correspondences and maintain a variety of manual and automated records and reports related to 
assigned activities; coordinate communication and information;  interpret policies and regulations to 
officials, staff and the public; coordinate various administrative meetings; maintain Superintendent’s 
calendar. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Perform complex clerical and administrative duties to provide support the office of the 
Superintendent; coordinate communication and information; schedule administrative meetings; 
obtain, interpret and provide information to others concerning office functions, policies and 
procedures; work with other administrative units to ensure compliance with time lines. 

 Create board agendas and books; post agenda electronically; distribute agenda to large 
distribution groups, other school districts and the county office of education; create hard copy of 
agenda as needed.  

 Record Board meetings; prepare, post and publish minutes of board meetings; set-up locations of 
Board Meetings including transporting materials, supplies and presentation equipment and 
packets; arrange for food and beverages; ensure clean order of facility upon meeting conclusion.  

 Maintain District website, social media, press releases and other media promotions; notify District 
staff of updated information on website; develop various marketing programs and campaigns for 
District events.  

 Receive and assist visitors; take calls and relay information to staff; direct individuals to 
appropriate departments; process public record requests as requested; issue work permits and 
process transcript requests as needed.  

 Manage and maintain a variety of records and reports including board appeals; obtain sensitive 
information from parents and students; prepare and submit appeals for review with Board of 
Education; maintain and monitor legal bills.  

 Maintain Superintendent’s and administrative staff calendars; schedule meetings as directed; 
coordinate calendars for meetings with various cabinet and leadership groups; schedule meetings 
and open house for Trustees. 

 Communicate with personnel and various outside agencies to exchange information and resolve 
issues or concerns; send information and invitations to parents and families regarding special 
events and ceremonies.  

 Prepare requisitions, purchase and work orders for various assigned programs according to 
established procedures; develop and manage extra work agreements; monitor petty cash; 
research and source various vendors for catering and food supplies for meetings; arrange for 
translation services.  

 Serve as District Safety Representative; monitor the Education, Curriculum and Special 
Education Department for online safety module compliance; schedule and deliver monthly 
trainings; schedule and collect workspace safety inspections.  

 Operate a variety of office equipment including a calculator, copier, fax machine, computer and 
assigned software; drive a vehicle to conduct work for county and community site visits as 
assigned by the position. 

 
OTHER DUTIES: 

 Perform related duties as assigned. 
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REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  Associate’s degree in a related field and five years of 
professional administrative and secretarial experience involving frequent public contact.  
 

Licenses and other Requirements 
 Valid Class C California Driver's License and evidence of appropriate insurance. 

 
Knowledge of:  

 Modern office practices, procedures and equipment. 
 Policies and objectives of assigned programs and activities. 
 General terminology, practices and procedures of assigned office. 
 Record-keeping and filing techniques. 
 Business letter and report writing, editing and proofreading. 
 Telephone techniques and etiquette. 
 Correct English usage, grammar, spelling, punctuation and vocabulary.  
 Principles and practices of data processing. 
 Operation of a computer and assigned software. 
 Methods of collecting and organizing data and information. 
 Mathematic calculations. 

 
Ability to: 

 Perform a variety of clerical and secretarial duties to relieve the Superintendent of administrative 
and clerical detail. 

 Compose correspondence and written materials independently or from oral instructions. 
 Perform a variety of clerical accounting duties in support of assigned department or program. 
 Answer telephones and greet the public courteously. 
 Complete work with many interruptions.  
 Compile and verify data and prepare reports.  
 Type at an acceptable words per minute.  
 Maintain a variety of records and files. 
 Utilize a computer to input data, maintain automated records and generate computerized reports. 
 Establish and maintain cooperative and effective working relationships with others.  
 Meet schedules and time lines. 
 Work independently with little direction. 
 Communicate effectively both orally and in writing. 

 

WORKING CONDITIONS: 

Work Environment:  
 Indoor, office environment. 
 Constant interruptions.  

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Sitting and walking for extended periods of time.  
 Lifting, carrying, pushing and pulling heavy objects.  
 Bending at the waist, kneeling or crouching to retrieve materials. 
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 Hearing and speaking to exchange information in person or on the telephone. 
 Dexterity of hands and fingers to operate a computer keyboard. 
 Seeing to read a variety of materials. 

Hazards: 

 Dissatisfied, hostile or abusive individuals.  

 

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 

Approved by Governing Board: 

Salary Range:  

Revised:  


