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BEMIDJI AREA SCHOOLS

CRIGINATION DATE  Sepie - k
POSITION JOB DESCRIPTION Seplember, 1993

LAST REVISION DATE  10/02

B 317

POSITION TITLE

Administrative Assistant to Director of Business Services BAND & GRADE

IMMEDIATE SUPERVISOR Director of Business Services

Job Summary (Basic Purpose of Position)

SUPERVISOR EMPLOYEE

Provide assistance fo the Director of Business Services and the business office. Manage the student
Note: The signature of the supervisor and employee activity accounts of the district. Supervise and direct the post office and money counting office.

indicates they have read this job description and agree

with its contents

NECESSARY SKILLS
REGU{”_AR ROUTINE DUTIES % OF KNOWLEDGE, ABILITIES
List {_)f Things to Accomplish in Major Job BAND/ TIME What Yoy Have to Know to PERFORMANCE STANDARDS
fungtior: GRADE D.W WC Accomplish Duty of Funation How Will You Know the Job is Done?
NOTE; LIST EACH MAJOR JOB FUNCTION PRIOR TO USTING OF ROUTINE DUTIES, SKILLS AND PERFORMANCE STANDARDS
PROVIDE ASSISTANCE TO THE DIRECTOR OF KNOWILEDGE OF:
BUSINESS SERVICES. f. Telephone procedures
2. Office routines 1.01 hems were processed to the satisfaction of the
1.01 Compose and/or edit and type correspondence, [B2/A1 3. Data processing procedures Director of Business Services.
board letters, and reports. D 4. District procedures and policies
5. Correct grammar usage, spelling, 1.02 Mail was opened and processed in a timely manner.
1.02 Open and screen mail for business services, Al b and punctuation
- 6. Composition of letters and reports  }1.03 Proper communication skills were used.
1.03 Coordinate communications between staffand (B2 7. Computer technology
patrons of the business office. D 8. State laws and statures necessary 1.04 Appointments were scheduled and the calendar
to perform duties was maintained to the director's satisfaction.
'1.04 Schedule appointments and maintain calendar. {82 D 9. Bookkeeping procedures
16. Worker's Compensation reguia- 1.05 NSF checks were accounted for and proper action
1.05 Responsible for receiving and coliecting on B2 tons against patrons was taken.
NSF checks for general fund and revolving accounts. W 11. Postal regulations and procedures
Report same to Sherit's Department as needed.
ABILITY TO:
MANAGE REVOLVING FUND ACCOUNT & . Maintain confidentiality
SPECIAL TRAVEL ACCOUNT 2. Communicate with pzople
3. Plan and organize time 2.01 Student activity accounts were done i accordance
2.01 Manage student activity accounts. Verify zll B2 with district, state, and CFL regulations.
activity 1s within CFL regulations and Minnesota D
B,
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NECESSARY SKiLLS SETVITES

REGULAR ROUTINE DUTIES o

. . e A % OF KNOWLEDGE, ABILITIES

?tstcﬁf Things to Accomplish in Major Job BANDY | TIME What Yoy Have 1o Know to PERFORMANCE STANDARDS

unction GRADE | D:W  Lwe | Accomplish Duty of Function How Will You Know the Job is Done?

NOTE; LIST EACH MAJOR JOB FUNCTION PRICR TG LISTING OF ROUTINE DUTIES, SKILLS AND PERFORMANCE STANDARDS
2'82 {;enﬁir¢1?e alf checks for activity fund. Fost D 2.03 Checks for activity fund were written in a timely
activity of disbursals and receipts. manner and returned to schools and all receipts and

o ) _ dishursements were posted properly.
2.03 Maintain ledger, balance with various schools, B2
reconcile ci’;e'-c}fmg_ account and compute interest M 2.04 Balances were done at the end of each month and
earr;@ci.a_nd.émde between schools. Prepare bank balances were met between schools and the bank. All
reconciliations. schools received their share of the interegst.
204 Maintain, compute and vcsii‘y‘voychcrgf{l}r B2 D 2.05 Spcial travel vouchers were computed and federal
special travel according {o schootl district policies and district policy was maintained.
and Minnesota law.
PREPARE AND DISSEMINATE REQUIRED
REPORTS
_ o 3.01 Warkers compensation reports were completed and

3.01 Manage workers compensation records: filling B2 forwarded in a timely manner. All communication
out 3”“ R?P‘?“ of Injury forms, contacting thc D between the District, doctor and Berkley were done ina
hospical, clinic or Insurance Company. Participate professional manner.
in claims management and loss control.

. ) 3.02 Communication between Berkley and employees
3.02 Act as liason between school employees and B2 D was done in a professional and confidential manner.
Insurance Company.

i ) _ . 3.03 Employees were returned to work in a timely
3.03 Coordinate the return to work policy working B2 manner following the restrictions placed by the physi-
with the insurance company, physzcm.n, and em- D cian in either their former position or a temporary job.
ployee to have them return to work with restrictions-
-making sure all restrictions are adhered to by 3.04 Workers compensation OSHA reports were logged
employee and supervisor. Generate temporary job on the OSHA loe sheets timelv

- . i o * <
descriptions if necessary.

i _ 3.05 OSHA reports were submitied and posted ina

3.04 Generate and compile workers compensation B2 timely manner.
OSHA reports. b
3.05 Submit OSHA reporis to the State of MN and AL
follow posting procedures for displaying them in the A
District Schools.
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NECESSARY SKILLS
REGULAR ROUTINE DUTIES % OF KNOWLEDGE, ABILITIES
List of Things to Accomplish in Major Job BAND: | TIME What Yoy Have to Know {o PERFORMANCE STANDARDS
function GRADE ow WO Accornplish Duty of Funation How Will You Know the Job is Done?

NOTE; LEST EACH MAJOR JOB FUNCTION PRIOR TO LISTING OF ROUTINE DUTIES, SKILLS AN

D PERFORMANCE STANDARDS

MANAGE BENEFIT FILES

4.01 Manage supplemental files for administrative
persomnel. Compute totals, maintain data base,
check for accaracy, and submit for payiment,
Maintain the cumulative activity of each individual,

4.02 Manage Supplemental 105 Medical and Optical
accounts for certified staff members (approx 400).

~compute amaounts each year according to
fte of staff member; prorate for parttime employees

-serve as liason person between district and
staff for questions, appropriate expenditures, and
given guideiines for 105 plan.

-compile and verify all vouchers conformto
current laws and 105 plan regulations

-submit vouchers to accounts payable for
payment, verify accuracy of checks produced and
forward checks to employees

-maintain data base for cach employee
inciuding utilization and account balances.

SUPERVISE AND DIRECT POST OFFICE
CLERK/MONEY COUNTER PERSONNEL

5.01 Train and supervise post office clerk/money
counter personnef and assign work for same.

5.02 Manage bulk mailing activities for district.
Disseminate bulk mailing regulations and guidelines
to other departments when necessary educating
departments on procedures and regulations.

B2

B2

B2

Al

W

W

4.01 Supplemental claims were correct and paid
according to school district policy and MN law,

4.02 Supplemental medical and aptical accounds were
maintained and all expenses were audited, checked for
accuracy and submitted for payment.

5.0} Personnel were tratned, supported, and direction
for personnel was provided when necessary.

5.02 Office personnel was instructed in proper mailing
procedures.
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REGULAR RCUTINE DUTIES

List of Things o Accomplish in Major Job
function

BAND/
GRADE

o OF
THAE
DWW

NECESSARY SKILLS
KNOWLEDGE, ABILITIES
What Yoy Have to Know to

Wo Accormplish Duty of Function

PERFORMANCE STANDARDS
How Will You Know the Job is Done?

NOTE: LIST BEACH MAJCR JOB FUNCTION PRIGR TO LISTING OF ROUTINE DUTIES, SKILLS AN

{3 PERFORMANCE STANDARDS

MISCELLANEOUS DUTIES

6.01 Prepare and distribute interschoo! phone
directory and maintain an up to date list of all
phones in the district,

6.02 Perform duties as OSHA/safety secretary when
required by the Safety Director and in accordance to

OSHA requirements.

6.03 Assist with payroll functions when necessary.

6.04 Compose and publish legal ads as required by
law.

6.05 Prepare bids as required by law for equipment.
supplies and sale of excess items.

6.00 Other duties as assigned by the director of
business services.

Al

Al

Al

B2

B2

6.01 Phone lists were distribated (o schools.

6.02 Secretarial duties were done timely and to the
satisfaction of the safety director.

6.03 payroll functions were performed as needed with
direction from the payroli supervisor.

6.04 1.egal ads were published by law in the local news-
paper.

6.05 Bids were typed and sent out as required by law.
6.06 AH other duties assigned by the director of

business services were done in a timely and accurate
manner.




