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POSITION TITLE: Administrative Assistant to Counseling/A+ 
 
F.L.S.A: Non-Exempt 
 
QUALIFICATIONS:  

1. High school diploma or equivalent. 
2. Additional preparation and/or college work related to educational office 

training preferred. 
3. Strong computer skills and proficiency of Microsoft Office. 
4. Should be a self-starter; able to work independently. 
5. Effective interpersonal & organizational skills. 
6. Ability to maintain confidentiality. 
7. Ability to communicate clearly and concisely in both written and oral form. 
8. Possession of the knowledge, skills, abilities, and physical attributes 

necessary to perform the essential functions of the position. 
9. Such alternatives to the above qualifications as the Board may find 

appropriate or acceptable. 
10. Desire to continue improvement by enhancing skills and job performance. 

 
 
REPORTS TO:  Office Manager 
 
TERMS OF EMPLOYMENT: 202 days, 8 hours per day, with benefits 

according to Board policy 
 
ESSENTIAL JOB FUNCTIONS: 
 

1. Performs general secretarial tasks including, but not limited to, producing 
letters, reports, and memorandums, makes photocopies, files, distributes 
mail, etc.  

2. Answers telephone in a pleasant and respectful manner and routes calls to 
the appropriate personnel. 

3. Communicates in a positive and effective manner with staff, students, parents 
and/or visitors. 

4. Ensure that all activities conform to district guidelines. 
5. React to change productively and handle other tasks as assigned. 
6. Appropriately operate all equipment as required. 
7. Support PCHS administrative office. 
8. Consistent and regular attendance is an essential function of this position. 
9. Flexibility with time and responsibility. 
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10. Required to use SISTIME for clocking in and out each day they are scheduled 
to work.  Clocking must reflect true time worked. 

11. Support the value of an education. 
12. Support the vision, mission and values of Platte County R-3 School District. 

OTHER JOB FUNCTIONS: 
 

1. Greets visitors and clients in a pleasant, respectful manner and responds to 
inquiries in a timely manner, directing them to the appropriate 
person/department. 

2. Answers phones pleasant, respectful manner; provides accurate information 
to caller and/or directs callers to correct person/department. 

3. Operates personal computer and peripheral equipment, photocopier, and 
other office equipment with high degree of skill. 

4. Demonstrate professionalism and appropriate judgment in behavior, speech, 
dress, and appropriate professional manner for the work setting.  

5. Maintains strict confidentiality. 
6. Demonstrates effective human relations and communication skills. 
7. Ability to meet timelines and perform multiple tasks. 
8. Obtain, gather, and organize pertinent data as needed. 
9. Maintain and update an orderly filing system. 
10. Makes Peer Helping assignments. 
11. Schedule appointments, college/military representative visits to PCHS and 

assemble material for meetings. 
12. Maintains accurate, confidential student records. 
13. Maintain and update counseling website and other communication outlets 

with information regarding the counseling office news and scholarships, 
making career and post-secondary information available to students. 

14. Assist with enrollment and orientation. 
15. Assist with monitoring student academic progress. 
16. Assist with College Night, Career Day and Awards Night and Graduation. 
17. Updates A+ attendance. 
18. Assists with testing. 
19. Assist with the preparation of diplomas. 
20. Assist with recording grades and preparing the Honor Roll and scholarships. 
21. Coordinate outreach initiatives. 
22. Serve on building level committees and initiatives. 
23. Provide for coverage in the PCHS office when asked. 
24. Schedules facility usage for all counseling events.  
25. Other duties as assigned by the counselor(s) or administrative staff. 
26. Adhere to all district rules, regulations and policies.  
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PHYSICAL DEMANDS: 
 

1. Requires prolonged sitting or standing. 
2. Requires the ability to communicate effectively verbally and listen attentively. 

Must be able to work in noisy and crowded environments. 
3. Close vision ability to look at a computer screen for long periods of time is 

required. 
4. Requires physical exertion to manually move, lift, carry, pull, or push heavy 

objects or materials. The employee is occasionally required to stand, reach 
and bend and lift and carry up to ten pounds.  The employee must have the 
ability to lift 40 lbs. to shoulder height occasionally. Requires stooping, 
bending, and reaching. 

CONDITIONS AND ENVIRONMENT: 
 
The environment is consistent with a typical school/office environment. 
 


