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TITLE: 

 

Board Clerk/Administrative Assistant 

QUALIFICATIONS: 

 

 

 

 

 

1. GED, High School Diploma, or higher; 

2. Minimum three years office or related 

experience; 

3. Possess and demonstrate aptitude for the work to 

be performed; 

4. Possess the ability to read and implement legal 

requirements and/or notices; 

5. Possess the ability to read and implement 

mechanical and product instructions; 

6. Possess working knowledge of advanced office 

procedures; 

7. Possess proficient computer experience 

including knowledge of word processing, 

spreadsheets, and data processing programs; 

8. Possess excellent bookkeeping, verbal and 

written communication skills; 

9. Possess working knowledge of office equipment, 

including computers, telephone systems, two-

way radio systems, photocopiers, fax, and 

postage machines; 

10. Possess the ability to adjust to flexible work 

assignments; 

11. Such alternatives to the above qualifications as 

the Board of Trustees may find appropriate and 

acceptable. 

 

SUPERVISOR: 

 

Superintendent and Board of Trustees 

JOB GOAL: 

 

 

1. To effectively support the Superintendent and 

the Board of Trustees in carrying out all duties 

related to the School District. 

 

PERFORMANCE RESPONSIBILITIES: 

1. Be appointed by the School District’s Board of Trustees and have such duties as the 

Board shall prescribe. 

2. Support the Superintendent and the Board of Trustees for the purpose of providing 

assistance with their administrative functions. 

3. Coordinate materials for distribution and/or to support the needs of the Board of Trustees 

and the Board’s related activities.   

4. Appropriately post regular and special meeting notices of the Board of Trustees and 

attend all official meetings, public hearings, and work sessions of the Board of Trustees.  



St. Maries Joint School District No. 41 

Job Description – Board Clerk/Administrative Assistant 

Page 2 of 4 

 

Ensure that the records of such proceedings are kept as required by law and by the Board 

of Trustees. 

5. Assist with the regular review, revision, and dissemination of Board Policy as the 

Superintendent and the Board of Trustees direct.   

6. Maintain the records of the Board of Trustees and keep the records open to inspection by 

any person, at all reasonable times. 

7. Maintain manual and electronic documents, files and/or records for the purpose of 

providing up-to date reference and audit trail for compliance with District, local, state, 

and federal regulations. 

8. Compile data from a wide variety of diversified sources (e.g., agenda items, materials 

submitted by other departments or staff members, incoming mail and documents, etc.) for 

the purpose of preparing reports, making recommendations and/or preparing information 

for the Superintendent, Board of Trustees, assigned administrator or department 

supervisor. 

9. Compose a wide variety of written materials such as draft and final correspondence, 

publications, agendas, minutes, Board of Trustees’ reports, etc., for the purpose of 

documenting activities, providing written reference and/or conveying information.   

10. Assist in monitoring assigned District activities and/or program components for the 

purpose of achieving District objectives, meeting target dates and complying with 

financial, legal and/or administrative requirements. 

11. Serve as the liaison to the County Clerks for Benewah and Shoshone Counties to support 

all District elections that are managed at the County levels. 

12. Organize activities for the Superintendent and the Board of Trustees, including but not 

limited to, meetings, hearings, presenters, travel/accommodations, etc., for the purpose of 

completing projects and/or delivering services in compliance with established guidelines. 

13. Support the Superintendent and Board of Trustees in responding to a wide variety of 

inquiries, concerns, and/or complaints for the purpose of resolving issues, providing 

information and/or referring to appropriate personnel. 

14. Schedule activities such as meetings, travel arrangements, facilities usage, etc., for the 

purpose of meeting staff needs and efficient utilization of personnel, equipment, and 

facilities. 

15. Maintain orderly records and distribute the same, as appropriate, including but not limited 

to: 

a. Advertise certified and classified employment opportunities that occur within the 

District as Board Policy dictates; 

b. Student records (Open Enrollment, Expulsion Hearings, Random Drug Testing, 

etc.); 

c. Staff records (background records checks, personnel files, master job descriptions, 

workmen’s compensation claims, etc.);  

d. District Rental Properties; 

e. District Volunteer records; and 

f. Other such records and reports as required. 

16. Follow all directions of the Superintendent and the Board of Trustees. 

17. Perform routine office practices and procedures associated with a busy and productive 

school office. 
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18. Support the needs of students, parents, staff, and visitors in a timely, positive, and 

friendly manner. 

19. Receive and route all telephone calls, e-mail, fax transmissions, text messages, and 

electronic communications as appropriate.    

20. File correspondence, invoices, cards, and all other records in the prescribed manner. 

21. Effectively communicate all issues with the Superintendent and the Board of Trustees. 

22. Possess sufficient personal mobility, agility, strength, and reflexes, with or without 

reasonable accommodations, which permits the employee to move about and accomplish 

tasks that require standing or sitting for long periods of time in the school office 

environment. 

23. Possess sufficient manual dexterity, with or without reasonable accommodations, which 

permits the employee to operate all school office equipment, to ensure the proper and 

safe support for the school’s staff and students. 

24. Perform job tasks that require repetitive motions in fingering and hand/wrist/arm 

movements.  Occasional job-related tasks may require, with or without reasonable 

accommodations, lifting up to 35 pounds, stooping, kneeling, bending, crouching, 

pushing, grasping, and reaching. 

25. Perform multiple tasks simultaneously, including but not limited to, handling 

interruptions, and returning to and completing tasks in a timely manner. 

26. Work independently and with a team to maintain a clean, appropriate, and friendly work 

environment. 

27. Interact with students, parents, staff, faculty, and administration effectively and 

professionally. 

28. Follow oral and written instructions and observe District, State, and federal policies and 

procedures. 

29. Follow all Board-approved policies, safety rules, and regulations. 

30. Attend in-services and training sessions. 

31. Respect and practice confidentiality both in and out of school with regard to records, 

activities, and communications relating to all students, parents/guardians, and staff. 

32. Perform other duties as may be assigned. 

 

TERMS OF EMPLOYMENT: 

 

 

 

 

 

 

This position shall be considered in all respects 

“employment at will” and the employee is subject to 

discharge by the District at any time without cause.  

The “employment period” and other description and 

terms set forth in this job description shall not create 

a property right in the employee and such are set 

forth only to advise the employee of what type of 

services will be required by the District so long as 

employment continues. 

 

Salary/wage, benefits, and work schedule arranged 

in accordance with St. Maries Joint School District 

No. 41’s personnel policies. 
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PERFORMANCE EVALUATION: 

 

 

 

Performance of the job will be evaluated annually in 

accordance with the District’s policy on evaluation 

of non-certificated personnel. 

APPROVED BY: 

 

Board of Trustees 

 

St. Maries Joint School District No. 41 is an equal opportunity employer.  Qualified applicants 

receive consideration for employment without discrimination based on gender, age, national or 

ethnic origins, race, color, religion or the presence of a non-job-related handicap.  Employment is 

contingent upon the necessary verification and work eligibility. 

 

I have discussed this document with my supervisor and understand that it will be entered into my 

personnel file in accordance with the provision of Idaho Code 33-518.  It is my understanding I 

may offer a rebuttal to this document that will be attached to the materials entered into my 

personnel file. 

 

________________________________________   _____________________________ 

Signature of Employee                                  Date 

 

________________________________________ 

Printed Name 

 

_______________________________________   _____________________________ 

Signature of Supervisor                            Date 


