Administrative Assistant Job Description

Core Responsibilities and Functions

1) Administrative Support Related to Operating Divisional Academic Program

Close and effective cooperation with Divisional Principal, Assistant Principal, Dean of Students, and other
Administrative Staff members

Efficient and effective administrative support, including prompt and accurate implementation of tasks as instructed
by the Principal and Assistant Principal

Coordination and collaboration with the school’s parent community, faculty members, administrators, and external
institutional partners

Other administrative assignments as designated by the Divisional Principal, Assistant Principal, and/or the Head of
School

2) Communication

Customer-oriented and accurate response to phone queries and email questions; preparation of official circulars and
other documents as requested by the division Principal, Assistant Principal, and/or Business Manager

Coordination and preparation of divisional meetings and other communications as instructed by the Divisional
administrators

Administrative and communication support related to events organized by the Division, including those for faculty

members, the school’s parent community, individual guests, etc.

3) Data and Record Management

Data entry and record maintenance using PowerSchool, including attendance and other details related to student
record

Timely and regular updates of student information, including cases of transfer and withdrawal

Documentation and file management related to supporting Divisional academic programs and after-school activities

4) Administrative Support Related to Faculty PD (Professional Development)

Administrative support and coordination related to faculty PD, including workshop registration, preparation of
requisite documentation, and other paper-work involved in processing faculty training and capacity development
initiatives

Administrative support and coordination related to travel arrangements for school-related events for Division
administrators, teachers, and students.

Administrative support related to preparing and processing payment requests

Other record-keeping tasks as required

5) Other Functions

Administrative support related to Divisional budget planning and execution

Copying and scanning documents, sending and maintaining files for official correspondence and other documents
related to Divisional programs, including cases related to parent grievances and requests from parent communities, etc.

Maintenance of office supplies and pantry items for the Principal’s office

Partnership building with the Division’s internal and external partners
Other tasks as assigned by the Divisional Principal

Skills and Qualifications

Language proficiency in English, Korean, and Chinese (preferred)

Preference for candidates with experience in international school administration offices
Experience with Google Docs, Sheets, and Slides and Microsoft Word, Excel, and PowerPoint
Highly developed interpersonal, verbal, and written communication skills

Ability to handle difficult situations

Problem-solving skills and the ability to prioritize tasks for efficient administrative work
Excellent time management skills

Flexible and cooperative work attitude

Ability to collaborate with colleagues and client groups
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