GARRARD COUNTY SCHOOLS
Job Description

CLASS TITLE: ADMINISTRATIVE OFFICE SUPPORT 
REPORTS TO:  Director of Finance			
EXEMPT STATUS: Exempt   
APPROVED:    

BASIC FUNCTION:  
Provides clerical, receptionist, and organizational support for the efficient operation of the office. 

REPRESENTATIVE DUTIES:

· Answering phones
· Greeting and assisting visitors
· Managing front entry access
· Processing deposits and routine paperwork
· Maintaining records and supporting daily administrative functions to ensure effective office operations


KNOWLEDGE AND ABILITIES:

	KNOWLEDGE OF:
· Methods, practices, and procedures of school district record management;
· Operation of manual and computer-assisted record management systems;
· Modern office practices, procedures, and techniques;
· Organization and planning methods, trends, techniques, and practices.


	ABILITY TO:
· Read, interpret, and implement technical service manuals for the system.
· Maintain records related to work performed.
· Establish and maintain cooperative and effective working relationships with others. 
· Analyze situations accurately and adopt an effective course of action. 
· Work independently with little direction. 


PHYSICAL DEMANDS
· Work is performed while standing, sitting, and/or walking 
· Requires the ability to communicate effectively using speech, vision, and hearing 
· Requires the use of hands for simple grasping and fine manipulations 

Reasonable accommodation may be made to enable a person with a disability to perform the essential functions of the job.

REQUIREMENTS:
This is a supplemental position to be filled by a current employee. 
