An administrative assistant on a Texas public open enrollment charter school campus is responsible for providing clerical and administrative support to school leadership and staff, facilitating daily operations, managing communications, and ensuring efficient office management.
Key Responsibilities and Skills
Administrative assistants play a vital role in school operations.
· Clerical Support — Responsible for preparing correspondence, reports, and forms for school leadership.
· Communication Management — Acts as a liaison between staff and vendors ensuring effective communication.
· Organizational Skills — Must be highly organized to manage multiple tasks and maintain office efficiency.
· Customer Service Orientation — Engages with staff, students and parents professionally, addressing inquiries and concerns.
· [bookmark: _GoBack]Technical Proficiency — Utilizes personal computers and office software for various administrative tasks.

