
Alameda Unified School District

2200 Central Avenue

Alameda, CA 94501
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Page 1 of2

TITLE OF POSITION

Administrative Secretary, Educational Services
(Confidential-Management)

OUALIFICATIONS

Equivalent to completion of the twelfth grade.
Demonstrates knowledge of office procedures and practices, including filing systems,
receptionist and telephone techniques, letter and report writing and office equipment.
Proficient in English usage, spelling grammar and punctuation.
Types at a speed of 60 words per minute from ordinary manuscript or from printed or
typewritten matter.
Operates a work processor PC computer or computer terminal with speed and accuracy.
Takes dictation at a speed of 100 words per minute and transcribes it accurately or is
proficient in use of dictation equipment.
Four years of increasingly responsible secretarial and clerical experience, preferable
including some experience in a school district.
Performs difficult clerical, secretarial and technicalwork involvingindependent
judgment and requiring accuracy.
Demonstrates knowledge of District policies, rules, regulations and procedures.
Deals effectively with a wide variety ofpersonalities and situations requiring diplomacy,
friendliness, pose and firmness.
Ability to learn, interpret and apply laws, school district policies rules and regulations.
Leams quickly the procedures of the Assistant Superintendent's office.
Understands and carries out complex oral and written instructions.
Complies and organizes reports and memoranda.

REPORTS TO

Assistant Superintendent

JOB GOAL

Under general direction, to serve as Administrative Assistant to the Assistant
Superintendent, relieving him/her of administrative and clericaldetails; to perform highly
complex and responsible clerical work; and to do related work as required.
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