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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

OFFICE ASSISTANT 

 

DEFINITION: 
Under the direction of the Principal, perform a variety of general clerical support tasks to the school office, 
including registration, student attendance and verification of absences for teaching staff; prepare a variety 
of reports, records and documents; answer phones and greet and assist students, parents, staff and 
visitors. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 Perform a variety of diversified clerical duties in support of an assigned school office including 

typing, filing, duplicating and distributing materials; process new student referrals and registration 
according to established procedures.; record student attendance and absences; enter and 
maintain student and attendance databases as assigned; enter various student information and 
make changes as needed; maintain and post attendance data as assigned; compile data and 
generate related reports. 

 Monitor and record student attendance; prepare tardy slips; respond to calls from parents for 
absent students; prepare and send out attendance letters; provide front desk support; answer 
inquiries from students, visitors, staff and parents.  

 Process and monitor staff attendance data including absences and related data; verify purpose 
for teacher absences; enter absence information in assigned computer system; generate 
computerized lists and reports as requested; review input and output data for accuracy.  

 Process requests for student cumulative records; prepare incoming and outgoing cumulative 
records; file state testing reports in student cumulative records.  

 Schedule and arrange appointments, conferences and meetings as directed; distribute notices of 
meetings; maintain school or other program calendars. 

 Monitor inventory levels of office supplies; order, receive and maintain inventory of office 
supplies. 

 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  graduation from high school and one year of general clerical 
experience. 
 

Knowledge of:  
 Modern office practices, procedures and equipment. 
 Policies and objectives of assigned programs and activities. 
 Record-keeping and report preparation techniques. 
 Telephone techniques and etiquette. 
 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 Operation of a computer and assigned software. 
 Oral and written communication skills. 
 Interpersonal skills using tact, patience and courtesy. 
 Basic math. 
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Ability to: 
 Perform a variety of diversified clerical and record-keeping duties in support of an assigned 

school office or program. 
 Answer telephones and greet the public courteously.  
 Learn, interpret, apply and explain applicable laws, codes, rules and regulations. 
 Maintain records and prepare reports. 
 Type or input data at an acceptable rate of speed. 
 Operate a variety of office equipment including a computer and assigned software. 
 Understand and follow oral and written directions. 
 Establish and maintain cooperative and effective working relationships with others.  
 Communicate effectively both orally and in writing. 
 Complete work with many interruptions.  
 Meet schedules and timelines. 
 Receive, sort and distribute mail. 
 Add, subtract, multiply and divide quickly and accurately. 

 

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. 

 Dexterity of hands and fingers to operate a computer keyboard. 
 Hearing and speaking to exchange information in person and on the telephone. 
 Sitting or standing for extended periods of time. 
 Seeing to read a variety of materials. 
 Bending at the waist, kneeling or crouching to file materials.    

Hazards: 

 Dissatisfied, hostile and 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: 9/17/1998 

Approved by Governing Board: 8/12/1998 

Salary Range:  

Revised:  


