
CHISAGO LAKES SCHOOLS, ISD #2144 

 

TITLE: Administrative Assistant to the Superintendent & to the Director of Business Services 

 

CLASSIFICATION: Exempt status 

 

QUALIFICATIONS: 1. High school diploma and two years of post-secondary training and three years job 

experience as a secretary, or five years successful employment as a secretary. 

 2. Excellent skills in computer word processing and spreadsheet usage (Microsoft 

Office-Word, Excel, Powerpoint and Google).    Excellent organizational ability – ability 

to prioritize a variety of tasks.   

 3. Pleasant personality and high degree of communication and interpersonal relationship 

skills desired.  Able to deal courteously and tactfully with district employees and public. 

 4. Demonstrated proficiency in accounting procedures, English and mathematics. 

 5. Demonstrated ability to handle numerous and diverse tasks and to meet deadlines 

with a minimum of stress, exercise initiative, independent judgment, confidentiality and 

discretion while performing duties.  Dependable and willing to adjust work hours to fit 

demands of position. 

 6. Knowledge of UFARS (School Finance) helpful. 

 7. Able to lift 50 pounds. 

 8. Such alternatives to the above qualifications as the Board may find appropriate and 

acceptable. 

 

REPORTS TO: Superintendent and Director of Business Services 

 

JOB GOAL: To perform many diversified and independent duties and responsibly provide a 

consistently high level of service to the district and public.  To effectively maintain a 

smooth and efficient operation of the District Office. 

 

1. Help prepare and maintain financial information regarding all employees; i.e. pay rates, positions, contracts etc. 

 

2. Organize and compile accurate mathematical, financial, statistical and other pertinent data as needed in a 

database or spreadsheet.  Create, and keep updated, numerous spreadsheets which will compute financial or 

other information regarding employees.  Generate various reports for the Director of Business Services, 

Superintendent, Payroll Department and others as needed.  Receive and process course preapprovals and staff 

evaluations for the Superintendent and Director of Human Resources to review.  

 

3. Provides confidential administrative services to the Superintendent, Director of Business Services and School 

Board including, but not limited to, such things as transcription of various types, processing correspondence, 

preparing the district school year/days calendar, compiling reports, preparing agendas for the administrative 

meetings, organization of mail, filing, registration for conferences, organize and schedule 

appointments/meetings, schedule the board room and conference room in the District Office, attend all board 

meetings, all administration meetings, meetings between the community members, and the superintendent, 

finance committee meetings, goal setting meetings, Chisago County Collaborative meetings, MSOPA 

(Minnesota School Office Personal Association) meetings, and transportation meetings and any other board 

committee meetings as needed. Take minutes at meetings as appropriate and disburse if needed. Attend and 

assist in preparation of Truth in Taxation meeting annually. Also responsible for collecting and reviewing 

insurance declaration pages of vendors or contractors that are working in the District. These will be collected 

from the appropriate Director that contracted with them.  

 

4. Organizes regular and special school board elections, including scheduling and supervising judges and ensuring 

that all legal requirements are met.  This includes running “stand alone” elections and elections run in 

conjunction with both Washington and Chisago Counties. Must complete all trainings associated with this.  

 

5. Send legal notices/posting of meetings concerning district business to be published in district’s designated 

newspaper to include but not limited to: milk bids, construction bid opening, posting of board meetings, any 

school related official meetings. Prepares bid specifications, (i.e. fuel oil / milk bid) etc.  Prepares legal 

advertisements & attend bid openings.  Prepares correspondence for the announcement of award of bids.  

Maintain bid information in a manner that is orderly and assist as needed with the auditors during the yearly 

audit in regards to bid information. Facilitate the signing of any contracts or leases and disburse to all necessary 

parties.  

 



 

6. Works collaboratively with the transportation department to have accurate information relating to our students in 

our student data base system.  

 

7. Co-coordinate all non-resident and home school enrollments. This includes receiving and logging of 

applications, perform lottery if needed, following process for approval with school and school board, send out 

letters to families and notify resident district that they will be attending, update record keeping in our system.  

 

8. Prepare school board agenda through electronic system, and upload appropriate supporting documentation, as 

well as make paper packets for the School Board. Post agenda and any agenda revisions online for board 

members, administration and media.  Attend Board meetings to run the electronic program and to take minutes. 

After the meeting, transcribe meeting minutes and provide information to payroll and human resources regarding 

contract/agreement approvals.  Collect signatures of board members after the meeting, disburse appropriate 

paperwork to parties, such as administrators, MDE, and Vendors. File appropriate paperwork as needed. Also, 

collect all documentation and prepare claim forms for board members pay and reimbursements. Register and 

make accommodations for board members for business training and travel related to any school board business.  

 

9. Maintains the District Office/Board of Education portion of the website - policies, minutes, agendas etc. 

 

10. Establish and maintain the district’s historical filing system, correspondence, locked confidential files and 

responds to requests for information insuring compliance with data privacy requirements. 

 

11. Compiles statistics and gathers such other data as needed, including such things as conducting or completing 

surveys/questionnaires, researching historical board actions and other information needed for decision making 

for the administration and school board.  Completes Minnesota School Board Association reports and 

organizational surveys in a timely manner. Also responsible for timely reports to MDE (Minnesota Department 

of Education). Work collaboratively with secretarial staff to consolidate data for such reports.  

 

12. Assists with contract information for certified and all non-certified employees, in developing or creating, setting 

up and maintaining complicated statistical spreadsheets with a high level of accuracy. Separate detailed 

spreadsheets must be set up for each of the following groups:  Certified, Secretarial/Clerical/Paraprofessional 

Local #284, Custodians, Food service personnel and any others as needed.  Verify salary placement/movement 

of employees on their respective salary schedules prior to going to the school board for approval.   Prepare the 

final legal Agreements for all employee groups in conjunction with the Director of Human Resources, as well as 

course pre-approvals and evaluations.  

 

13. Be the backup for answering the phones and running background checks. For afterhours meeting, schedule the 

door locking system so it unlocks and locks appropriately based on meeting schedule. Monitor the contact us 

page of the website and disburse questions to appropriate parties. Monitor and manage the inclement weather 

phone line/outgoing message.  

 

14. Maintain all student incident reports for the District.  

 

15. Monitor the inter-district bus radio and advise Superintendent and Director of Business Services of situations as 

needed.  

 

16. Work collaboratively with the Director of Human Resources to complete the Pay Equity Report.  

 

17. Notarize various documents for the District.  

 

18. Responsible for responding to any voice mails or messages left on the main voice mail line and the “enroll now” 

emails that come into the district.  

 

 

19. Help prepare various required reports for local and state grants, i.e. Title I, II, V, Health & Safety, DIRS, etc. 

 

20. Maintain confidentiality as per mandated data privacy laws.  Handle incoming mail and assist in any other 

matters as necessary.   

 

21. Responsible for maintaining own computer records. 

 

22. Collect and Maintain DO Staff emergency sheets. 



 

23. Complete and submit Certificate of Assurance.  

 

24. Back up for the LCTS report to the County. 

 

 

25. Assume duties as the need arises so that the District Office can function properly. 

 

 

TERMS OF EMPLOYMENT: Twelve-month work year.  Salary to be in accordance with the negotiated 

agreement with the Board of Education. 

 

EVALUATION: Performance of this job will be evaluated annually in accordance with the 

provisions of the Board policy on evaluation of non-certified personnel. 
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