
 

 

 

Job Description 

 

Job Title: BFASA Administrative Assistant 

Position Type: Support Staff 

Supervisor: District Administrator 

Board Approved: October 21, 2019 

 

Evaluation 

Evaluated yearly using Educator Effectiveness Standards and Indicators. Evaluation conducted by the 

rotating District Administrator with input from the BFASA Administrative team. 

 

Requirements 

Minimum of HS Diploma and previous successful experience as administrative assistant. 

 

Other Requirements 

Demonstrate the ability to carry out administrative details without requiring the immediate attention of an 

administrator. Demonstrate initiative and problem solving skills. Skilled communication both written and 

verbally. Attention to details and accuracy. Demonstrate skill in standard office equipment and software 

applications to include, but not limited to, Office Suite, Google Docs, and Survey Monkey. Knowledge of 

BFASA operations, policies, and procedures. 

 

Professional Dispositions 

Uses language and appearance that portrays a professional image. Communicates effectively and 

accurately to maintain positive relationships. Manages time well and is prepared to resume 

responsibilities on time. Interacts and works effectively with others in a fair and respectful manner. Uses 

and shares resources and space efficiently, effectively, and respectfully. Adapts positively to and exhibits 

flexibility with changes to tasks, assignments, locations, etc. Is approachable and receptive to others. 

Respects the opinions of others and seeks to understand their perspective. Demonstrates behavior that is 

consistent with legal, ethical, and professional expectations. Upholds confidentiality. Is open to learning 

new skills that will have a positive impact on the operations of BFASA. 

 

General Job Description 

Provide support to the BFASA Administrative Team so that the BFASA consortium operates effectively 

and efficiently for the benefit of all BFASA Districts. 

 

Office Duties 

Prepare reports as requested. Coordinate to schedule BFASA Board meetings and prepare agendas, 

packets, and minutes. Coordinate to schedule Administrative meetings and prepare agendas, packets, and 

minutes. Coordinate to schedule BFASA Committee meetings and prepare agendas, packets, and minutes. 

Assemble and format all pertinent BFASA documents. Manage and update the BFASA website. Provide 



pertinent data entry support. Provide “help desk” type support for BFASA employees. Prepare and 

distribute memos, handbooks, etc. to BFASA staff. Prepare and distribute BFASA new employee packets. 

 

Compliance Duties 

Stay current on relevant statutes, legislative requirements, law, etc. Post required annual notifications on 

behalf of the BFASA Districts. Post required minutes, agendas, and other documents. Properly maintain 

and archive all BFASA related documents including those of consortium employees.  

Fiscal Duties 

Manage the BFASA budget including Mid-Year Tie Out and final billing in coordination with the fiscal 

agent(s) business manager(s). Coordinate consortium bidding, purchasing and re-ordering or renewing of 

materials, supplies, product licenses, subscriptions, and memberships, etc. Write checks and process 

consortium expenditures. Coordinate with BFASA rotating Administrator to develop the BFASA annual 

budget. Prepare monthly invoice and expenditure list. Prepare the BFASA billing and quarterly 

calculations. Prepare Special Education Aid Reimbursement. Provide fiscal management for the BFASA 

UWW Master’s Cohort Program. Maintain BFASA petty cash. Support BFASA Consortium 

management, accounting, and compliance requirements of grant funding: private, state, and federal where 

applicable.  

 

Consortium Support Duties 

Coordinate with BFASA Administrators to plan and implement any BFASA wide in-services or 

professional development activities, including but not limited to, conference registrations, hotel or other 

travel accommodations. Prepare for the renewal of the 66.0301 BFASA Agreement. Help to coordinate 

the BFASA Annual Forum. Get current enrollment counts from each BFASA school (3rd Friday in 

September and 2nd Friday in January). Prepare, update, and distribute BFASA staff schedules. Prepare, 

update, and distribute the BFASA Emergency School Closing procedures. Prepare Certified and Non-

certified staff contracts. Manage the Consortiums’ use of Starlab and CPR Dummies including, but not 

limited to, rotation schedule, maintenance, finances, repairs, purchasing. Maintain an accurate inventory 

of BFASA materials, library, etc. Provide the BFASA Administrators with draft school calendar. Update 

the agreed upon school calendar(s) for individual district publication. 

Substitute Teacher Coordination 

Prepare, update, and distribute the BFASA Substitute Teacher Availability List. Manage new hire 

paperwork and compliance. Post advertisement for hiring of substitute teachers. Coordinate the 

scheduling of Substitute Teacher Development Workshop. 

Special Education Administrative Support Duties 

Process submitted IEP’s and review for accuracy and compliance including verification of service. Assist 

and transfer of files: 1. Track records to ensure teachers are submitting annuals on time, evaluations are 

submitted on time. 2. Transfers are completed and we have complete records (current evaluation and 

current IEP) 

Support Teachers and Other Specialists: 1. IEPs and evaluations are reviewed, printed, mailed to family, 

and filed. 2. Reports are run regularly reminding teachers of upcoming IEPs due and as a way to cross 

reference records. 3. Technical help on Oasys and Skyward. 4. New special education staff are added to 

Oasys and provided with log-in information, new general education teachers are added. 5. New special 

education staff orientation on “basics” of IEP software and systems for paperwork that are currently in 

place. 



Maintain all special education program records in compliance with State, Federal, and District(s) 

guidelines: 

1. Oasys and Skyward records are accurate-students are identified with the correct label, EE code, dates 

are correct for annual due dates, evaluation due dates, etc…completed records are archived (oasys) or 

locked (skyward) 2. Paper copies are maintained-individual districts have current file, including 

IEPs/evals and sped history; BFASA maintains a copy; Lakeland records are only housed at BFASA and 

are current. 3. Individual district student records contacts are provided 3rd Friday and January counts 

Miscellaneous 

1. Medicaid liaison for district reports, questions, coordinating trainings. 2. Maintain M5s. 3. Annually 

mail disability rights to families’ w/students who have IEPs. 4. Continually seeking new ways to improve 

the process for compliance and how to support special education staff. 5. Ordering some 

supplies/protocols. 6. Organizing protocols and altering specialists when quantity is low. 7. Scoring 

protocols. 8. Make sure all existing and new special education staff have up to date CPI training. 9. Help 

with coordination of CPI trainings.  

All other duties and responsibilities assigned are relevant to the job responsibilities listed above. 

Pre-Employment Conditions (New Employees)  

Interview, resume review, reference check, criminal background check. 

Employment Conditions 

206 days- Beginning approximately two (2) weeks prior to the 1st student day of the BFASA calendar and 

approximately two (2) weeks after the last student day of the BFASA calendar. Five (5) holidays and all 

other benefits aligned with Big Foot High School 10-month employee benefits. Salary and benefits 

aligned with Big Foot High School or other District Fiscal Agent 

FLSA Status: Non Exempt 

Working Environment 

Usual and customary methods of performing the job functions require the following physical demands: 

some lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling. 

Significant fine finger dexterity. Generally, the job requires 70% sitting, 15% walking, and 15% standing. 

The job is performed in a generally hazard free environment.  

 

Supervision Received: District Administrator 

 

This job description in no way states or implies that these are the only duties to be performed by this 

employee. The BFASA Administrative Assistant will be required to follow any other instructions and to 

perform any other related duties as assigned by the District Administrator. Big Foot Union High School 

reserves the right to update, revise or change this job description and related duties at any time. 
 


