
 
 

JOB TITLE:    Administrative Assistant 
 
SUPERVISOR:   Superintendent 
 
DESCRIPTION: The Administrative Assistant will be the primary assistant to the Superintendent in matters 
pertaining to the smooth operation of the school office and will provide leadership and help to other office 
employees. Salary range for this position is $11-16.50, based on precise, prior administrative experience in an 
educational management setting. Deadline for applications is March 15, 2020. 
 
Application Process: Interested candidates should send a cover letter and résumé to 
info@mcchristianschool.com.  We will then contact you if we would like for you to take the next step in the 
process. 
 
QUALIFICATIONS: 
 
Spiritual 
 
The administrative assistant should exhibit the following: 
 

1. Be a born again Christian who possesses a strong Christian testimony and evidence of spiritual 
maturity 

2. Agreement with the school’s published doctrinal position 
3. Demonstrate exemplary Christian character.  While the following qualities are necessary for 

formal Christian leadership, we encourage the employee in this position to aspire to the qualities 
as recorded in I Timothy 3:2-12; Titus 1:6-9; Matthew 20:26-27; and Mark 9:35 

 
Professional Requirements 
 
The administrative assistant should fulfill the following requirements: 

1. Aptitude in business administration as evidenced by education and/or experience 
2. Willingness to attend workshops/seminars in order to obtain further knowledge in office 

procedures, interpersonal relationships, etc 
3. Be supportive of the school’s purpose and policies 

 
RESPONSIBILITIES: 
 
The Administrative Assistant’s responsibilities shall include, but not be limited to the following: 
 

1. Assist Superintendent in whatever way possible 
 

1. Handle and screen telephone calls 
2. Compose and type letters 
3. Schedule appointments 
4. Anything else needed 

 
2. Admissions 
 

1. Communicate with interested families and  set up tours, shadow days and interviews 
2. Work with new families through the admissions process 
3. Keep track of space available for each class 
4. Open Houses-Set up and be present 

 



2. New Employee Searches and Document Collection 
 

1. Job Openings - Post to various websites 
2. Job Applicants - Receive materials and set up interviews 
3. Produce contracts, letters of employment, required attendance 
4. Maintain personnel files 
5. Assure clearances are up to date 

  
3. Financial Matters which pertain to the school 
 

1. Keep records of all money received into the school office. 
2. Calculate tuition and process through FACTS management software 
3. Grant & Aid - Assist families in completing FACTS Grant & Aid applications and  communicating 

with families about scholarships 
4. Maintain Petty Cash 
5. Maintain Student Activities Account 
6. Reimbursement of expenses 
7. Assign expense codes to vendor invoices 
8. Code and deposit all money to the school’s banking institution  
9. Provide monthly report to the Assistant to the Superintendent regarding delinquent tuition 

accounts. 
 
4. General Office Duties 
 

1. Set up and maintain office filing system 
2. Be familiar with and able to run the following:  computer, copy machine 
3. Run errands for school as needed 

 
5. Enrollment  
 

1. Oversee all enrollment management components 
2. Receive phone calls related to admissions and enrollment 
3. Proficiency in using FACTS Family Portal- both financial and school administration sides 
4. Provide nurse with health related information for students 
5. Update online application and enrollment packets annually 
6. Be willing to help in any area when needed. 

 
6.  School Policies and Procedures-be familiar with: 
 

1. Home-School Guide 
2. Instructional Staff Handbook 
3. Student Handbook 
4. Emergency Operations Manual 
5. Other documents as needed 

 
7. International Student Administrator 

 
1. Become SEVIS Designated School Official with the Department of   
2. Homeland Security    
3. Keep SEVIS records up to date 
4. Communicate with International Student Agencies 
5. Compose Letters of Acceptance, I20’s and Tuition Invoices 
6. Provide nurse with health records 

 

 



	
Working Conditions & Physical Requirements: The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodation may be made to enable individuals with disabilities to perform essential functions. The person 
must be able to supervise children, which may involve picking up lower elementary students and assisting 
them physically in some way.   

The candidate has to be able to bend, stoop, lift up to 25 pounds, sit on the floor, climb stairs, walk, reach 
overhead, and stand for extended periods of time. In addition, the candidate must exhibit manual dexterity to 
dial a telephone, hear and respond to emergency notifications, read printed material with or without vision aids; 
hear and understand speech at normal levels, and speak in audible tones so that others may understand 
clearly. 

	


