GREEN RIVER REGIONAL EDUCATIONAL COOPERATIVE, INC.


Race to kid(FRIENDLy Learning
Administrative Assistant
JOB DESCRIPTION

The position of Administrative Assistant with the Green River Regional Educational Cooperative (GRREC) is designed to provide consortium support for the implementation of the Race to the Top-District grant program, a project funded by the U.S. Department of Education for up to four years.
This position will be responsible for daily support to the senior project staff as they implement the RTT-D project components.  The Administrative Assistant will build relationships with school and district leaders to facilitate communication and project goals. The Administrative Assistant will organize and coordinate office activities, which includes planning, coordination, and implementation of professional development activities and meetings. The Administrative Assistant will create and maintain organized and effective system that supports staff in all activities, including writing and editing correspondence, creating and maintaining calendars and schedules, filing, ordering and organizing materials, entering data, word processing, creating spreadsheets, and supporting project staff. The Administrative Assistant will compile and submit required reports and data to the appropriate agency or staff. The administrative assistant will work at the direction of senior project staff.
Qualifications:

· A minimum of a high school education; an Associate’s or Bachelor’s degree preferred.
· Experience working in and with schools strongly preferred
· Excellent analytical skills; experience with data entry and organization
· Strong organizational and time management skills

· Strong oral and written communication skills

· Good computer skills with a variety of programs and software, specifically the ability to create word processing and desktop publishing documents, spreadsheets and databases

· Ability to work independently with little direction

· Good interpersonal skills; ability to be a team player and to promote positive public relations on behalf of the project and the organizations involved and on behalf of GRREC

Annual Contract:
This is a fulltime position with 240 contracted days per year.
Salary:

Salary based on the GRREC Salary Scale (up to $35,000)
Reports To:

kid(FRIENDLy Project Director 




Evaluation performed annually
Performance Responsibilities:

1. Maintains an adequate level of office supplies, equipment, and property.

2. Maintains calendars, schedules, and makes travel arrangements.

3. Screens and refers callers; provides detailed responses to information requests and questions about programs and activities. Relays important instructions and messages.

4. Troubleshoots communication system problems. Schedules and places conference calls.

5. Collects and distributes mail in a centralized mail processing and distribution center. Operates electronic mailing systems to process building and interoffice mail, and all classes of federal mail.

6. Directs the work production and flow of a record, filing, and registration system(s).

7. Prepares and maintains various records on office activities pertaining to personnel, purchasing, travel expenses and related activities; processes sensitive materials.

8. Reviews the processing of invoices, vouchers, payrolls, personnel transactions and other records to ensure compliance with policies and procedures.

9. Enters and manipulates data and information by creating word processing templates, form letters, simple databases, tables, and spreadsheets.

10. Operates office equipment and personal computers.

11. Reviews records for completeness, admissibility or eligibility in accordance with regulations.

12. Prepares correspondence and materials including administrative and public reports for reproduction and distribution.
13. Prepares agendas and materials in accordance with established practices; takes minutes at meetings; composes drafts of proceedings.
14. Attends meetings, workshops, trainings or conferences pertinent to the RTT-D project as requested by the Project Director.

15. Demonstrates ability to perform duties cooperatively and collaboratively with fellow staff members.

16. Performs other duties as identified and assigned by the RTT-D Project Director and other senior leadership staff.

How to Apply: 
Interested candidates should submit by e-mail a letter of application, resume, and names and contact information for three professional references by 4:00 p.m. on May 7, 2013 to:

Dr. Janet Hurt

Associate Director, RTT-D

Green River Regional Educational Cooperative (GRREC)

E-mail: janet.hurt@grrec.ky.gov
Staff at Race to kid(FRIENDLy Learning can be contacted by phone at 270-438-6412.
