
POSITION:  Executive Assistant and Extracurricular Treasurer 

LOCATION:  Signature School 

REPORTS TO:  Executive Director  

 

SUMMARY:  Serves as facilitator of daily functions of school operation and as confidential assistant to the Executive 

Director.  The person in this position is pivotal in setting the tone for the school, as she/he is the first line of contact for 

all who enter. Ideal candidates will be able to multitask as they determine and balance the sometimes competing needs 

of students, staff, parents, and community members, and will be able to do so in a courteous and positive manner.   

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

- Serves as confidential assistant to the Executive Director. 

- Opens main building each morning at 7:00 AM. 

- Grants entry to, greets, directs, and offers assistance to visitors or others without a Signature School security 

badge. 

- Adheres to policy/legal regulations regarding release of students to custodial parents, guardian, or other 

authorized person. 

- Presents a pleasant, helpful attitude toward staff, students, parents, and visitors. 

- Manages incoming calls to the school, answering and routing phone calls as well as taking messages. 

- Makes daily announcements and posts them to the website. 

- Receives and distributes mail and other deliveries. 

- Prepares reports, correspondence, mailings, and other clerical work as needed. 

- Operates standard office equipment, such as computer, printer, telephone, calculator, and copy machines.   

- Records daily staff attendance, enters student attendance in PowerSchool software, and manages student lunch 

assignments. 

- Maintains school records and files and keeps school information database (PowerSchool) up-to-date.  

- Assists Finance Director with mailing of monthly statements and with working with the Free & Reduced Lunch 

Program. 

- Receives, counts, and deposits money daily. 

- Maintains a record of all extracurricular activity accounts in QuickBooks, working with advisors of such 

Extracurricular groups and/or activities to ensure the accuracy of records and fund balances. 

- Collects and records all class fees, textbook rentals, donations, or other school fees before giving to the Finance 

Director.   

- Manages textbook rental and bookstore software, assigning textbooks at the beginning of the school year, 

collecting textbooks at the end of the school year, and at semester break, and purchasing textbooks as directed. 

- Assists with the School Calendar, payroll entry, and other administrative and confidential tasks. 

- Assists sick students 

- Works with Safety Coordinator in management of fire, tornado, and special situation drills 

- Serves as contact point for building manager 

- Demonstrates a gracious demeanor to all stakeholders and constituencies. 

- Supports and advances the mission of Signature School. 

- Serves as a role model of integrity and professionalism. 

- Completes other duties as assigned by the Executive Director or her/his designee. 

 

 



QUALIFICATIONS: 

- College degree preferred or 3+ years related experience. 

- Experience with Microsoft Office required.  Bookkeeping experience with QuickBooks desired. 

- Outstanding interpersonal skills and phone demeanor. 

- Excellent verbal and communication skills. 

- Can shift work focus quickly and efficiently during the day, as well as gauge priorities with minimal oversight. 

- Demonstration of discretion in working with confidential and sensitive information. 

- Ability, willingness, and judgment to communicate professionally, cheerfully, and effectively with all 

constituents in a school environment. 

- A high degree of professionalism and collegiality. 

- Demonstrated ability to work effectively with minimal supervision, multi-task, and manage a varied workload. 

- Enthusiasm for and commitment to the vision and mission of Signature School. 

- Must maintain an active cell phone and provide number to and accept calls/texts from all school staff during 

reasonable hours. 

- Must be bondable. 

- Such alternatives to the above qualifications as Signature School Board of Directors may find appropriate and 

acceptable. 

 


