SACRAMENTO CITY UNIFIED SCHOOL DISTRICT
Position Description

TITLE: Administrative Assistant, CLASSIFICATION: Classified Confidential

Facility Support Services
SERIES: None FLSA: Exempt
JOB CLASS CODE: 9828 WORK YEAR: 12 Months
DEPARTMENT: Facility Support Services SALARY: Range 55

Salary Schedule F

REPORTS TO: Assistant Superintendent, HR APPROVAL: 03-15-2022

Facility Support Services CABINET

APPROVAL: 02-03-21

BOARD APPROVAL: 04-21-03
BOARD REVISION: 07-30-09

BASIC FUNCTION:

Perform intricate and responsible office management work requiring independent judgment and analysis; plan,
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Bargaining unit reports, labor relations, and negotiations.

Operation of a computer, related software, and standard office equipment.

Paperless electronic filing systems.

Research methods, and report writing and recordkeeping techniques.

Correct oral and written usage of English, grammar, spelling, punctuation, vocabulary, and composition.
Office management techniques.



