
Southeast Area Cooperative 

 

Job Description 

 

Position: Administrative Assistant  

 

Status: Non-Exempt  

 

Requirements:  

 

Education Level: High School Graduate with proficiency in secretarial skills including 

keyboarding, computers, office machines, filing and organizational skills.  

 

Experience Desired: No specific number of years of experience is required; however, any 

related experience would be beneficial.  

 

Physical Requirements: This position requires good physical skills in hand-eye/mind-eye 

coordination and hearing. Use of wrists, hands and fingers in keyboarding. The ability to 

effectively communicate verbally and in writing required. At times the position will require 

carrying and lifting equipment, filing, stooping, sitting, standing and walking. Possess the 

physical ability to perform all the essential functions and duties identified in the job 

description. Valid driver’s license is required.  

 

Other Requirements: Demonstrated ability to work with people in a positive manner. 

Strong verbal and written communication skills. Excellent organizational skills, office 

management skills, and budget management skills. The ability to use a computer for 

word processing, spreadsheets, website maintenance, data bases and diagnostic 

programs. Be self-motivating and able to finish projects in a timely manner. Demonstrate 

ability to work well with others. Ability to work in a team setting, maintaining a flexible, 

stable work environment. Management of all materials and supply requisitions. The ability 

to make decisions and demonstrate public relation skills,  

 

Reports To: Director, Business Manager  

 

Essential Functions & Duties: 

 

1. Assists the Director and Business Manager in planning and carrying out the administrative 

functions of the Cooperative.  

2. Creates documents by word processing, including correspondence and agendas for 

meetings and policy revisions, etc.  

3. Works in a receptionist capacity in the office representing the Southeast Area 

Cooperative in a positive way.  

4. Be responsible for the Medicaid billing program for Cooperative and other schools. Must 

be knowledgeable of the program and the billing process. Responsible for keeping staff 

and schools up-to-date on the Medicaid process and the program and any changes.  

5. Be responsible for Part B/C billings for the cooperative.  

6. Maintains the pop/flower fund.  

7. Assists in developing, revising and distributing the Policies and Procedures Handbook  

8. Responsible for website maintenance.  



9. Manages office supplies, forms and all office equipment.  

10. Provides assistance to Birth to Three Coordinators as authorized by Director.  

11. Maintains copies of staff schedules and logs of student contact time.  

12. Maintain toy lending library. 

13. Maintain test lending library. 

14. Arranges for substitutes when necessary.  

15. Assist in organizing and planning Kindergarten Academy. 

16. Performs other duties and functions as requested by the director of Southeast Area 

Cooperative.  

17. Understands and practices confidentiality with regard to the requirements set forth in the 

Family Educational Rights and Privacy Act.  

 

Working Conditions:  

Inside      Outside      Both  

X  

 

Climatic Environment: 

 

Typically, work is conducted in comfortable classrooms, offices and other appropriate school 

settings. However, some working areas are not climate controlled and may be subject to 

extremes in temperature and humidity. Varying degrees of travel is required for this position 

which may result in exposure to outside elements because of weather conditions.  

 

Hazards: 

 

Some classrooms, offices and school settings may expose employees to communicable 

diseases. In a typical school setting exposure to chalk dust, chemicals, fumes, stairs, etc. are 

potential hazards including structural supports, equipment, materials, and other overall 

environmental surroundings. Travel between schools and other school settings may cause 

exposure to hazardous driving and walking conditions because of weather conditions.  

 

I have read and understand this job description and can fulfill the essential functions as listed.  

 

____________________________         ________________________________   _____________  

Signature           Print Name      Date 

 

 

 

 

 

 

 

 

 

 

 

 


