
DATE: 
11/19/2024 

AGENDA ITEM (ACTION ITEM): 

Issue Paper 

Consider/Approve revision to the current job descriptions for "Buildings, Grounds, and 
Maintenance Supervisor", "Support Operations Supervisor", "Support Operations Coordinator", 
and "Administrative Assistant- Central Office". 

APPLICABLE BOARD POLICY: 
01.11 General Powers and Duties of the Board; 03.233 "Duties": Job Description 

HISTORY/BACKGROUND: 
Currently, the Kenton County School District has job descriptions for "Buildings, Grounds, and 
Maintenance Supervisor", "Support Operations Supervisor", "Support Operations Coordinator", 
and "Administrative Assistant- Central Office". The attached proposals for changes in the job 
descriptions are more aligned to industry job requirements, needed performance 
goals/expectations, and alignment of supervisor duties in accordance with the organizational chart 
for the District. Only the Buildings, Grounds, and Maintenance Supervisor position will have a 
salary impact as responsibilities have increased to match the responsibilities and salary level of the 
Support Operations Supervisor. 

FISCAL/BUDGET ARY IMPACT: 
Approximately a $1,000 increase in salary expense to the general fund. 

RECOMMENDATION: 
Approval to revise the current job descriptions for "Buildings, Grounds, and Maintenance 
Supervisor", "Support Operations Supervisor", "Support Operations Coordinator", and 
"Administrative Assistant - Central Office". 

CONTACT PERSON: 
Malina Owens, Assistant Superintendent; Matt Rigg, Chief Operations Officer 

Principal/Administrator <fiij?-.... e_n""","""""'===---

Use this form to submit your request to the Superintendent for items to be added to the Board Meeting Agenda. 
Principal -complete, print, sign and send to your Director. Director -if approved, sign and put in the Superintendent's mailbox. 



Kenton County School District 
Job Description: 8uileliAgs, GrouAels aAel Maintenance Supervisor 

Job Class Number: 7435 

TITLE: 8uileliAgs, GFeuAels aAel Maintenance Supervisor 

QUALIFICATIONS: 
1. High school diploma or GED; Associate's degree in Construction Management or related field preferred 
-h2. Demonstrated K~nowledgc ef the basie pFiAeiples of eeAstFUetieA, maintenance, construction , -custodial 

services and building security; experience in public education or school operations preferred 
b b_Certification and/or a minimum of five (5) years' experience m<teAsi•,e tFaiAiAg in the areas of HVAC, 

Electrical Functions, Asbestos Management, Energy Audits, Refrigeration, Boiler Management and 
Plumbing Systems 

3. Ability te effeeti11el•; leael, supervise, a Rel eemmuAieate 'A'ith empleyees uAeler his/her juFiselietieA 
L Minimum of four (4) years' experience supervising personnel supervisery eMpeFieAee 
5. Minimum of five (5) years' experience in building maintenance 
~ 6. Demonstrated ability to communicate professionally and positively, in spoken and written form, while 

protecting confidential information 
➔.7. Meets rnquireel physieal mcamiAatieADemonstrated aptitude and skills with computer hardware and 

software to com plete all job responsibilities requiring the use of technology 

REPORTS TO: DireeteF ef Faeilities Assistant Superintendent of Operations, Executive Director of Operations, or 
designee 

SUPERVISES: All maintenance, eusteelial, anel grounels personnel and assigned staff 

JOB GOAL: Pro1vtiele all stuelents 'l.'ith a physieal learniAg en•1ironmeAt that is safe, elean, aAel attraefa•e where all 
buileling eperating s1·sterns are sr:rwethl1• funetieniAgProvide a world-class education environment for all 
students and guests and a world-class work place for all staff by ensuring excellent physical building conditions 
and operation of building systems while leading an efficient and effective maintenance operation 

PERFORMANCE RESPONSIBILITIES: 
1. Supervise, train, and support all maintenance personnel and assigned staff 
2. Conduct the evaluation process of all assigned staff; provide informal and/ or formal supports to 

assigned staff who are not meeting expectations 
1. Organizes anel implements erieAtatieA anel trainiAg pregrams for the \'arieus segments ef the 

maintenaAee staff 
L Assists-i-R-with the recruitment, employment, orientation, assignment, supervisieA, transfer, promotion, 

demotion or dismissal of maintenance persoAnelstaff 
M.Conduct the interview and selection process for all maintenance staff 
~ 2.,.Develeps Ensure a safe working environment for workers and school personnel by overseeing a program 

of safety inspections and preventative maintenance on all building systems and assigned areas: make 
corrections to items not meeting established safety standards and practices 

~ lli.Seheelules Develop and implement work schedules and routines for maintenance personnel and 
assigned staff: make ad justments to routines and work schedules as needed; review and approve 
maintenance personnel timesheets 

7. Develop and implement consistent. efficient, effective, and safe maintenance strategies for all District 
facilities 

8. Develop and implement a program of job training and safety training for all maintenance staff; monitor 
for com pliance and make ad justments as needed 

8uilelings, GreuAels aml Maintenance Supervisor 
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Kenton County School District 
Job Description: BuileliAgs, GrouAEls aAEI Maintenance Supervisor 

Job Class Number: 7435 

9-:-~ Recommends purchase of equipment and supplies to operate an efficient and effective maintenance 
operation 

6. OrgaAizes aAEI iR'lplemeAts a prograffi of pre1•1eAtath1e ffiaiAteAaAce for roofiAg s•,stems, HVJ\C 
mecl'=laAical equipmeAt a Ad ott:ier assigAed areas 

7. Directs aAEI iAspects tl'=le ffiaiAteAaAce of all builEliAgs aAEI grouAEls as to cleaAliAess, safety aAd optimal 
ope ratio As . 

&-10. Maintains a District facility Elatabase aAEI work order system designed to address all repairs and 
preventative maintenance in areas covered by the maintenance team 

9-:-11. Assumges primary responsibility for the safe conditions of lighting fixtures, electrical apparatus, 
fixtures, wiring, air: conditioning, refrigeration, heating units, similar electric elements and plumbing in 
the facilities owned or operated by the district 

12. Coordinates program for receiving, storing and issuing all maintenance aAEI grouAds supplies, materials 
and equipment 

-W-:-13. Assist the local education agency's (LEA) designee with proper maintenance of the Asbestos 
Management Plan for each school location; serve as the LEA when assigned 

14. Assist with the preparation of any/all bids for contract services associated with the maintenance 
program and upkeep of building systems for all District facilities 

*-15. Conducts periodic safety inspection~ of all facilities in required maintenance areas, to include, 
but not limited to fire safety and playground equipment safety; file reports with the appropriate 
individuals and/ or agencie!;tO audit eAergy coAsuffiptioA aAd iAspect fire safety aAd subA'lits a A'IOAtt:lly 
report regardiAg tt:lese iAspectioAs to appropriate assistaAt superiAteAdeAt/director 

12. Worl<s collaboratit.1ely witt:1 tl'=le Support Ope ratio As Supervisor to s1:1peF\1ise a Ad iAspect improvemeAts 
aAEI reA01.•atioAs performeel by outside coAtractors a Ad 1.«erifies coA'lpletioA of coAtracts before 
authorizing fiAal payffieAts 

16. Develop, implement, and monitor the district routine and preventative maintenance program for all 
building systems; make ad justments as needed 

-l-➔.- 17. Collaborate with the District Safety Coordinator to ensure physical safety systems are in working 
orderReviews oA a regular basis all security precautioAs aAd procedures; make ad justments as needed 

-14:-18. Responsible for all District compliance with OSHA, UAElergrouAd Fuel Storage TaAks, Asbestos 
MaAagement plaA, Wastewater Treatment Facilities and Freon/Refrigerant Evacuation and Capture 

-1➔.- 19. Oversees the proper working condition of District owned maintenance vehicles and maiAtaiAs 
equipment: take appropriate steps to repair or replace inoperable or damaged equipment 

16. MaiAtains and A'laAages the District worl< order system iAcludiAg preventative maiAtenance schedules 
witt:I outsiele coAtractors anel iAternal staff 

-1-7.20. O·.«ersees Assist with the development and adherence to the annual District maintenance 
budget 

-l&-21. Assists with the annual District facility needs process 
-1-9-:-22. Administers an OSHA compliant-safety programi_ aml-monitors compliance with current OSHA 

requirements and make ad justments as needed 
20. Performs suct:i ott:ier tasks and assuffies such ott:ler respoAsibilities as assigAed 
21. MaiAtains regular aUeAelaAce 
23. Engage in relevant professional development to keep current with all aspects of the position 
24. Work collaboratively with and provide assistance to the Building Operations Supervisor and 

Construction Supervisor as needed or assigned 
25. Attend and/or preside over meetings as the supervisor designates 
~ 26. Perform other duties as assigned by the supervisor 

Buildings, Grounels aAd Maintenance Supervisor 
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Kenton County School District 
Job Description: B1:1ildings, Grol:lnds and Maintenance Supervisor 

Job Class Number: 7435 

TERMS OF EMPLOYMENT: 

• 230 Days 
• Salary Schedule: ~ 15 on Classified Professional Salary Schedule 

• FLSA Status: Exempt 

PHYSICAL DEMANDS 
• Lift floor to table up to 50 pounds/lift table to chest up to SO pounds/lift overhead up to 40 pounds 

• Carry up to 50 pounds 
• Climb ladders up to 20 rungs 

• Climb steps 50 up/down 
• Push/Pull up to 75 pounds 
• Prolonged periods of standing 

EVALUATION: 
Performance ofthe position will be evaluated annually by the Director of Facilities, Exec1:1ti¥e Director Assistant 
Superintendent of Operations. Executive Director of Operations, or designee 

APPROVED: 06/16/1997 

REVISED: 07/21/2003,05/15/2006,08/03/2015,06/14/2018,03/19/2019,06/01/2020,06/05/2023 

B1:1ildings, Grol:lnds and Maintenance Supervisor 
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Kenton County School District 
Job Description: Support Building Operations Supervisor 

Job Class Number: 7605 

TITLE: Support Building Operations Supervisor 

QUALIFICATIONS: 
1. High school diploma or GED; Associate's degree in Construction Management or related field preferred 
.h_DemoRstrates aptitude aRd skills iR CarpeRtry, Electricity, PlumbiRg, ~eatiRg, VeRtilatioR aRd Air 

CoRditioRiRg, WiRdow Glass, Supply IRveRtory, aRd Deli•.ieryDemonstrated knowledge of custodial 
services, maintenance. construction. asbestos management. energy audits, and building security; 
experience in public education or school operations preferred 

-1-:-3. Certification and/or a minimum of five (5) years' experience in the areas of custodial operations. 
commercial cleaning, window glass, flooring. and supply inventory 

2. Meets required ph·tsical e)EamiRatioRMinimum of four years' experience supervising personnel 
~ -Minimum of 5 years' experience in building maintenance and commercial cleaning 
2.,___Must ha'Je completed all Recessary OSI-IA traiRiRg modules iR order to meet perf.ormaRce 

respoRsibilities 
4-:6. Demonstrated ability to communicate professionally and positively, in spoken and written form. while 

protecting confidential information 
fr.7 . Demonstrated aptitude and skills with computer hardware and software to complete all job 

responsibilities requiring the use of technology Computer literate f.or proper reportiRg purposes a Rd 
maiRteRaRce records 

REPORTS TO: f:)Eecutive Director, Director of i;:acilities Assistant Superintendent of Operations. Executive 
Director of Operations, or designee 

SUPERVISES: All school-level building operations' managers, supervisors and assigned staff 

JOB GOAL: To help maiRtaiR the physical school plaRts' coRditioR of operatiRg excelleRce so that full educatioRal 
use of it ma1· be made at all timesProvide a world-class education environment for all students and guests and a 
world-class work place for all staff by ensuring excellent physical building conditions and cleanliness while 
leading an efficient and effective custodial operation 

PERFORMANCE RESPONSIBILITIES: 
1. Supervise. train , and support all building operations' managers, supervisors, and assigned staff 
-1-:-_LAssists each priRcipal with the eYaluatioR of all plant ma Rager positioRs a Rd support ope ratio Rs 

sta#Conduct the evaluation process of all assigned staff while receiving school/department 
administrators' feedback on the performance of building operations' team members assigned to the 
administrators' school/department; provide informal and/ or formal supports, with assistance from 
building/department administrators where applicable. to building operations team members who are 
not meeting expectations 

2. Assists the priRcipal a Rd school leYel support operatioR staff iR the preparatioR of the aRRual facility 
Reeds assessment process 

3. Assist with the recruitment, em ployment, orientation, assignment. transfer, promotion , demotion , or 
dismissal of building operations staff 

4. Assists each priedeal wit'3 Conduct the interview and selection process for all sew sueport building 
operations eerse00ek;taff; consult with building administrators on the selection of building operations 
staff who will be assigned to the administrator's building/department 

3-:-5. Assist building operations' managers and supervisors Assists with staffing and scheduling activities f.or of 

Support Building Operations Supervisor 
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Kenton County School District 
Job Description: Support Building Operations Supervisor 

Job Class Number: 7605 

all support building operation~ staff; coordinate the use of substitutes to cover staff absences: review 
and approve all timesheets of assigned staff 

§:__Assists Develop and implement \\'ith the preparation of all consistent. efficient. effective. and safe 
cleaning strategies for each schoolall District facilities 

Bei.•ie·Ns asEl aepro·,es all sueeort oeeratioes staff tiR=1esheets 
4:-

7. Prepares anEl coorainates Develop and implement a program of job all annual t raining and safety 
training ie service for all sueeert buildings operation5 staff: monitor for com pliance and make 
ad justments as needed 

8. Maintain a work order system designed to address all repairs and preventative maintenance in areas 
covered by the building operations team 

➔-~Assist5 the Qirector of F=acilities in with the preparation of any/all necessary bids for contract services 
associated with the R=1aintenance cleanliness and upkeep with-of all District owneel facilities 

~ 10. Coordinate5 the snow and ice removal efforts associated with pedestrian pathways for all 
District owned facilities 

J,_hProparH 11nil eoordinatos all anRual bilinins in HIS'.,iH fu illl sup~ert epoieatiui staff 
8. Maintains the safety training program for all support operations staff 
9-:-11. Responsiale for R=I MaintainfAg all Material Safety Data Sheets required for each school location_;_ 

assist each locations' building operations staff with storing and accessing Material Safety Data Sheets 
~ 12. Assists the local education agency's (LEA) designee with proper maintenance of the Asbestos 

Management Plan for each school location; serve as the LEA when assigned 
H-:-13. Responsiale for c~orrect+Ag any deficiencies noted on local board of health inspections and fire 

department inspections 
!b-14. Assists with the coordination of any outside repairs necessary at each school district owned 

facility 
13,1, 
14.1. assists oaoh p11hu;ipil with tho iA$ora·iow aAd solOG$i&n pnrnoss fer all A@w SUflJiirt ifi@rathn~ 

f)@ISSQAA@I 
15. Assists the Energy Systems Coordinator with the District energy conservation efforts including but not 

limited to the periodic building shut down procedures 
16. Maintains Assist with the district routine and preventative maintenance program for all building systems 

at each school location 
17. Supervises the Plant Manager anEl BuilEling Operations Supervisor 
1&-17. AssuR=1es responsiaility that Ensure all safety standards are met during all cleaning operationsL 

anel while R=1alEing necessary repairs ensure District is com pliant with anel that all necessary safety 
inspections are coR=1pleteel as required while making ad justments and corrections as prescribed by the 
inspector 

-19-:18. Assumes r_Besponsibffitvle for the safe condition and cleanliness of flooringL door frames, doors, 
window frames, window glass, hardware, and similar structural elements in the facilities owned or 
operated by the Board of EducationDistrict 

19. Recommends supplies and equipment needed for operation of the school/building plant and ensures-
tRat all tools and equipment are in safe working condition 

20. Assist with the annual District facility needs process 
~ 21. Assist with the development and adherence to the annual District building operations budget 
~ 22. Coordinates all yard-keeping chores such as grass cutting, weeding. bush-hogging, tree 

trimming, and the like as necessary, to maintain the District owned or operated school grounds in a safe 

Support Building Operations Supervisor 
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Kenton County School District 
Job Description: S1::1pport Building Operations Supervisor 

Job Class Number: 7605 

and attractive condition 
23. Develop, M maintains and veriffeSy the completion of all required internal checklists; periodically review 

internal checklists to ensure all required items are monitored and addressed 
24. Engage in relevant professional development to keep current with all aspects of the position 
25. Work collaboratively with and provide assistance to the Maintenance Su pervisor and Construction 

Supervisor as needed or assigned 
~ 26. Attend and/ or preside over meetings as the supervisor designates 
B.27. Performs other duties as assigned by the supervisor 

PHYSICAL DEMANDS 
• Lift floor to table up to 50 pounds/lift table to chest up to 50 pounds/lift overhead up to -l-S40 pounds 

• Carry up to 50 pounds 
• Climb ladders up to 20 rungs 

• Climb up to 50 steps up/down 

• Push/Pull up to 5G75 pounds 
• Prolonged periods of standing 

TERMS OF EMPLOYMENT: 

• Days per fiscal year: 230 Days 
• Salary Schedule: 515 on Classified Professional Salary Schedule 

• FLSA Status: Exempt 

EVALUATION: 
Performance of this job will be evaluated annually by the EMec1::1ti,.re Director, Director of Facilities Assistant 
Superintendent of Operations, Executive Director of Operations. or designee 

APPROVED: 08/06/12 

REVISED: 06/01/15, 08/03/15, 06/01/2020, 06/05/2023 

S1::1pport Building Operations Supervisor 
Page 3 of 3 



Kenton County School District 
Job Description: Support Operations Coordinator 

Job Class Number: 7471 

TITLE: Support Operations Coordinator 

QUALIFICATIONS: 
.L_High School diploma or GED: Associate's degree preferred 
±-.-2. Experience in public education or school operations preferred 
-bb_Asseciate's degree prefeffedDemonstrated abili ty to communicate professionally and oositively. in 

spoken and written form. while protecting confidential information 
~ E)eFReRstrated aptitude fer assigRed respeRsitiilities 
4. Demonstrated ability to develop and implement operational systems. standards. and procedures based 

in organization , efficiency. and effectiveness while measuring results of these systems and making 
necessa ry adjustments 

L Minimum of three (3) years' experience iR public eelueatieR er sGl:leel eperatieRsmonitoring and 

reconcilin bud ets and financial information· ex erience with rocurement referr 
4,6 Demonstrated aptitude and skills with computer hardware and software tci complete all job 

responsibilities requiring the use of technology 

REPORTS TO: Chief Operations Officer, or designee 

SUPERVISES: None 

JOB GOAL: Suppert tl:le elav te ela•,• eperatieRs sf tl:le GperatieRs de13artFReRt a Rd tl:le Chief QperatieR5 Officer. 

Coordinate and support an efficient and effective Operations' team function to ensure a world class physical 
learning environment for all students. 

PERFORMANCE RESPONSIBILITIES: 

1. Coordinate office systems, services. operations and procedures for the Operations' team: periodicall y 
review these items for efficiency and effectiveness and recommending needed adiustments to 
management 

2. Support the day-to-day ooerations of Operations' departments and staff as assigned by the supervisor 
or designee 

3. Support the Construction Supervisor in all aspects of the capital construction process; to include. but not 
limited to. Kentucky Department of Education processes and aoprovals District construction processes 
and approvals, p ro lect budget development. reconciliation , and close-out . prepare and mana ge direct 

material purchases. coordinate the change order process with district personnel . architects, engineers. 
contractors. and KDE personnel. assist with the construction pro ject bidding process . and prepare and 
submit required reports and documentation 

k- Ma Rage the capital eeRstructien a13preYal 13reeess werl~iAg v.•ith Hie E)e13artFRent et l!dueatieA; assist 
'¥itl=I the 8C 1 censtructieR ap13licatieR precess 

2. Uplead all Recessary ceAstru6tieR decuFReAts iRte the ~aGility E)ata Base (~.'\Gl2,I\Gj aAd FReRiter tlie 
status ef all appre¥als 

3. U13lead aAd FRanaee all decl:lFReAts eAtered iAte Orn KeAtl:lel1y E>epartFReAt et eelueatien Sl:iarePeiRt site 
~- lsstatilish a spreadslieet fer eaGh eeRstruetien project aAd centiAually reconcile all Q)(f')ORditures tiet•,..,eeA 

the eenstFuctieA ti~dget aAa tl=le ac6euntiAg systeFR; reeencile all aeti11e ceRstrueUoA preje6ts and 

pre!)are tfle 8C 5 eloseeut repart 'Nitl=I tlie KDE 
5. Manage el ireet FRaterial p~reRases fer all capi~al ceAstrl:lctien prejeets 

Support Operations Coordinator 
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Kenton County School District 
Job Description: Support Operations Coordinator 

Job Class Number: 7471 

a. Coereiinate the el=lange oreier precess werl1ing with the architects, engineers, eontraetors, anei KQi; 
personnel 

+4_Prepare and-R'laflage submit assigned issue papers requiring all necessary Board of Education approvals 
8. l>,ssist tl:ie censtructien mana!jer as necessary threugh01,1t the capital constructien preeess 
g,... !\ssist witl=I tl:ie eiaeiing process fer all capital constr1,1ction prejects relative ta professional ser..ices anei 

e{l1a1ipment/material p1,1rcl:iases 
10. Maintain all mentlll'f reporting re{l1a1irements with the Federal Cens1a1s Burea1,1 for eael:i constr1a1etion 

~ 
-1-±T_S. ___ Organize and ~ oordinate the District Facility Planning process; assume responsibility of 

the secretary position for the facility planning committee 
~ Submit and maintain the ~ NetDMR {Discharge Monitoring Reports) reports for..fil! ti=le-District 

operated sewage plant~ in 1,1se at Rvland anei Piner 
13. Maintain tile mobile raelie s·rstem useel B'f various elepartrnents; rnanage tl:ie in•;entery, rnaintenance, 

anel replacement ef all eE1uiprnentJ meniter tl:ie appre~'ill of all FCC reg1,1latiens and reperting 
re{l1,1irements 

~ 6. Maintain a system to ~ track and store ef..all district facility leasing agreements and deeds 
associated with property owned bv the District 

~ _7. ___ Assist with the property acquisition process and maintain all deeels associated with prepert>,· 
own ea 0•1 tl:ie School mstrict 

~ _8. ___ Maintain current electronic copies of school facility floor plans 
-±7-,_9. ___ Assist with the annual procurement of all necessary insurance coverage 
18. Assist with the maintenance of tl:1e District facility data base Nnning thre1,1gl:i tl:ie Scl:iool 01,1ele pFegfaffi 
~ ~ Assist with periodic grant applications 
;io_ Maintain all appre•,•als secureel thre1a1gh the ael•;ertisement process working with a third part>,• ¥ender 
~ 11. Coordinate and obtain Maintain all approvals necessary for school level request~ to alter the site 

or facilities per board policy 05.11- Alterations of Buildings and Grounds 
i!-i!. Maintain confidential information in a sec1,1re manner 
~ 12. Engage in relevant professional development to 4'keep current with all eei1a1catianal 

~ aspects of the position 
~ lL__Attend and/or presides over meetings as the supervisor designates 
~ .M:.._Perform other duties as assigned by the supervisor 

TERMS OF EMPLOYMENT: 
• Days per fiscal year: 230 
• Salary Schedule: G15 on the Classified Position Index 
• FLSA Status: Non-exempt 

EVALUATION: 
Performance of the position will be evaluated annually by the Chief Operating Officer, or designee 

APPROVED: 06/14/2018 

REVISED: ??/??/???? 

Support Operations Coordinator 
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Kenton County School District 
Job Description: Administrative Assistant Central Office 

Job Class Number: 7762 

TITLE: Administrative Assistant Central Office 

QUALIFICATIONS: 
1. High School diploma or GED 
2. Minimum of three (3) years administrative experience involving the use of word processing, spreadsheet 

and record-keeping software 
3. Demonstrated ability to communicate effecti•;ely professionally and positively, in spoken and written 

form, with students, staff, parents and the community 
4. Demonstrated ability to work with, and protect, confidential information 

REPORTS TO: Assigned administrator or Designee 

SUPERVISES: None 

JOB GOAL: Perform a wide variety of specialized and responsible administrative support duties to help organize 
and coordinate office activities and communications to assist administrators with assigned functional areas of 
responsibility; provides all District stakeholders and guests with a positive, world-class experience and customer 
support representative of the District 'Nhen interacting with Central Office 

PERFORMANCE RESPONSIBILITIES: 
1. Performs a wide variety of specialized and responsible duties independently in support of functions 

delegated to the assigned administrator; interpret and apply rules and regulations as appropriate; 
perform duties to assist the administrator with administrative detail as appropriate 

2. Operates the Central Office telephone console by providing: routine information and assistance, 
receiving incoming calls and making necessary connections to office staff, taking and transmitting 
information and messages as requested 

3. Assures the telephone console is covered during working hours; train and provide work direction to 
substitutes and back-up 

4. Utilizes positive and professional interpersonal skills to coordinate communication between educational 
institutions and other outside organizations and the public; obtains and provides information, 
coordinates activities and resolves problems 

5. Researches, reviews, checks, corrects and compiles a variety of information; verifies data for accuracy, 
completeness and compliance with established procedures; inputs and retrieves computerized data in 
computer systems as required 

6. Prepares and maintains a variety of records, logs and files including information of a confidential nature; 
maintains confidentiality of all information and records 

7. Compiles information and data for a variety of reports; organizes type and print reports and other 
written materials related to assigned office functions 

8. Coordinates and compiles Board Agenda materials as assigned 
9. Responds to requests for information from staff and the general public regarding District programs, 

policies, procedures and regulations 
10. Word processes a wide variety of materials such as correspondence, reports, contracts, forms, 

applications, memoranda and other documents 
11. Operates computer and use various software packages to maintain records and generate reports, lists 

and other materials; utilize word processing and other software as required; operates a variety of office 
equipment for the successful operation of the District Central Office 

Administrative Assistant Central Office 
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Kenton County School District 
Job Description: Administrative Assistant Central Office 

Job Class Number: 7762 

12. Receives, processes, and routes mail; order; issues and maintains department supplies, forms and 
equipment 

13. Trains and provides work direction to departmental clerical support staff as assigned; monitors office 
workflow and assures compliance with established time lines, procedures and standards of quality 

14. Performs other responsibilities as assigned by the supervisor 

TERMS OF EMPLOYMENT: 
• Days per fiscal year: 230 
• Salary Schedule: G11 on Classified Position Index 

• FLSA Status: Non-exempt 

EVALUATION: 
Performance of the position will be evaluated annually by the assigned administrator or Designee 

APPROVED: 06/19/2016 

REVISED: 06/01/2015, 06/14/2018, ??/??/???? 

Administrative Assistant Central Office 
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