YOLO COUNTY OFFICE OF EDUCATION
CLASS TITLE: ADMINISTRATIVE ASSISTANT

BASIC FUNCTION:
Under the direction of an assigned Assistant Superintendent, perform a variety of complex
secretarial and administrative support to assist the head of a major functional area of the Yolo
County Office of Education; serve as primary secretarial support to the administrator; organize
and coordinate office activities and communications; provide assistance and information to
County Office staff, County and State officials, parents and vendors; train and provide work
direction to assigned clerical staff.
DISTINGUISHING CHARACTERISTICS:
This classification is the highest level of the secretarial job family. Under general direction the
Administrative Assistant performs very complex duties for an Assistant Superintendent. This
classification is distinguished from the Administrative Secretary and Secretary classification in
that the overall duties are more varied and require the incumbent advanced use of discretion,
initiative, problem solving skills and independent judgment. This classification is expected to
assume high level responsibility and to exhibit knowledge of the full range of county office
functions.
REPRESENTATIVE DUTIES:
ESSENTIAL DUTIES:
Organize and coordinate the day-to-day activities of the assigned administrative office to assure
smooth, efficient and effective office operations; organize and coordinate office activities and
communications; perform complex duties to assist the administrator with details. Train and
provide work direction to staff; monitor and coordinate the work of others to ensure accuracy and
timely completion of assignments; participate on interview panels as requested.
Perform complex and responsible administrative assistant’s duties requiring specialized and
extensive knowledge of the assigned area of administration; perform duties with substantial
initiative and judgment.
Organize, coordinate and assist with a variety of administrative details; compile information and
data for reports and assist in the preparation of statistical and narrative reports; perform research
and conduct special projects and assignments related to programs of the functional area.
Perform various personnel related activities including review and process of time sheets,
receiving and processing staff attendance/absence request forms, and monitoring the substitute
list and notifying teachers of availability of substitutes.
Type and prepare Board actions for assigned area in accordance with established formats;
compile and organize appropriate background materials; inspect documents, forms, records and
other materials for accuracy and completeness.
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Administrative Assistant – Continued
Compose, prepare correspondence and memoranda independently or from oral instructions;
determine appropriate format and presentation; maintain a variety of complex files and records
often involving confidential materials.
Serve as office manager for the administrator; greet visitors and answer telephones; provide
information or redirect visitors and callers to appropriate personnel; organize and establish filing
and record-keeping systems; sort and route mail and correspondence for administrator's personal
reply or signature.
Provide information and answer questions regarding County Office programs, policies,
procedures and regulations; relay information, messages and directives from the administrator.
Schedule, arrange and confirm appointments and meetings and maintain the administrator's
calendar; arrange travel reservations and accommodations. Facilitate and coordinate various
events for assigned area of responsibility; schedule workshops, reserve conference rooms and
arrange for refreshments for various meetings as assigned.
Attend a variety of meetings as required; prepare and send out notice of meetings; prepare
agendas, minutes and packets; collect and compile information for meetings, projects and
workshops, take notes, transcribe and distribute minutes.
Coordinate communications and activities with other County Office departments and personnel,
educational institutions, State and federal agencies, vendors, outside organizations and the
public; communicate policies and procedures with faculty, administration and staff.
Monitor and maintain fiscal records as assigned; prepare and maintain budget and other financial
records for assigned area of responsibility and make budget adjustments as necessary; gather and
compile information required for budget development; requisition office supplies and materials
to assure adequate inventory.
Operate a computer, assigned software and other office equipment as assigned.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Advanced secretarial and administrative assistance methods and responsibilities.
Research methods and report writing techniques.
Modern administrative office practices, procedures and equipment.
Organization, policies and procedures of the County Office.
Policies and objectives of assigned department and activities.
Operation of a computer and assigned software.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Principles of training and providing work direction.
Applicable laws, codes, rules and regulations related to assigned activities.
Basic budget preparation, monitoring, and control methods.
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Administrative Assistant – Continued
Oral and written communication skills.
Interpersonal skills using tact, patience and courtesy.
Telephone techniques and etiquette.
Public relations techniques.
Record-keeping techniques.
ABILITY TO:
Perform a variety of complex and responsible secretarial and administrative support duties to
assist the administrator with administrative details.
Apply, interpret and explain the operations, policies and procedures of the administrator’s office.
Prepare and maintain administrative records and files.
Perform research, compile data and prepare reports.
Plan and organize work.
Compose correspondence and written materials independently.
Operate a computer terminal to enter data, maintain records and generate reports.
Type at an acceptable rate of speed.
Train and provide work direction to others.
Organize, coordinate and oversee office activities.
Establish and maintain cooperative and effective working relationships with others.
Meet schedules and time lines.
Analyze situations accurately and adopt an effective course of action.
Make arrangements for meetings, travel and conferences.
Maintain a variety of records including statistical and financial data.
EDUCATION AND EXPERIENCE:
Any combination equivalent to: graduation from high school supplemented by college-level
course work in secretarial science, business or related field and four years increasingly
responsible secretarial experience.
LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.
WORKING CONDITIONS:
ENVIRONMENT:
Office environment.
Constant interruptions.
Driving a vehicle to conduct work.
PHYSICAL DEMANDS:
Hearing and speaking to exchange information in person and on the telephone.
Dexterity of hands and fingers to operate a computer keyboard.
Sitting for extended periods of time.
Seeing to read a variety of materials.
Reaching overhead, bending at the waist, kneeling or crouching to file materials.

July 2003

