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Education Administrative Assistant

	Position Title
	Department
	Reports to

	Education Administrative Assistant
	Education Services
	Chief Programs Officer

	Employment Status
	FLSA Status
	Effective Date

	☐ Temporary ☒ Full-Time ☐ Part-Time
	☒ Non-Exempt ☐ Exempt
	



POSITION SUMMARY
The Education Services Administrative Assistant is responsible for staying informed of the supervisor’s daily, weekly, monthly, and annual priorities within the Educational Services Department. This role supports the supervisor’s position and authority by anticipating needs, preparing for tasks, and completing assigned workloads promptly. The Administrative Assistant is expected to guide other department staff in escalating urgent matters that may impact colleagues or families in service and to respond immediately to incoming calls and departmental needs.
Key responsibilities include recording and processing application/intake forms, assisting with appointment scheduling for Educational Services staff, and maintaining accurate and confidential medical and educational records. The assistant will file and distribute information on behalf of the supervisor or other educational staff, keep attendance records, and compile program and appointment data for the annual report. Additional duties include managing all clerical functions needed by the department, coordinating personnel records, maintaining an adequate supply of printed forms and office materials, and restocking snacks for parent workshops and events. The Administrative Assistant is also responsible for entering and uploading all relevant information into family and inventory databases.
Essential Duties and Responsibilities
☒ Regular and dependable on-site work required to perform all job duties.
The essential functions include, but are not limited to the following:
· Support the efficient daily operations of the Education Services Department and keep the Senior Director informed of relevant departmental events, tasks, and cross-departmental needs (including front desk and Audiology).
· Maintain strict confidentiality of all records and files pertaining to Education Services, front desk operations, and Audiology.
· Organize and manage original documentation across various categories including medical, audiological, and educational reports.
· Assist in coordinating and facilitating tours of JTC for prospective families or visitors on behalf of the Education Department.
· Create and translate forms, applications, and educational materials (e.g., handbooks, application packets) as directed by the supervisor.
· Track and manage contracts with individual school districts and support the completion of annual NPS/NPA applications.
· Maintain and update rosters for all educational programs including preschool, individual services, Friday Family School, and other educational events.
· Monitor and follow up on deadlines related to IEPs, IFSPs, authorizations (Kaiser, CCS/Medi-Cal, insurance), and departmental reports for the Senior Director.
· Generate and manage new REDCap IDs; maintain and update login credentials for educational systems and databases such as REDCap and SEIS.
· Track attendance and scheduling data and assist in compiling annual reports.
· Coordinate Reading Is Fundamental (RIF) events with preschool staff and volunteers.
· Provide interpretation for education staff during appointments, phone calls, and workshops as needed.
· Maintain rosters of children across all Education Services programs.
· Assist the Audiology Department as needed.
· Provide general front desk support, including answering and directing calls in a professional and courteous manner.
· Prepare and format a variety of documents including handouts, certificates, forms, signage, and visual materials to support education staff.
· Scan, upload, and input required information into family and child databases.
· Manage inventory for Education Services: label and track new purchases, monitor supplies, and maintain organization.
· Keep accurate records of purchases; coordinate with administration on ordering groceries and educational materials.
· Collaborate with the COO on managing volunteers across JTC programs.
· Assist in planning and coordinating special events for the department or the organization as a whole.
· Perform any other duties as assigned by the Senior Director of Education Services.
Minimum Qualifications (Knowledge, Skills, and Abilities
· Associate degree (A.A.) or equivalent from a two-year college or technical school; or six months to one year of related experience and/or training; or an equivalent combination of education and experience
· Proficiency in Microsoft Word and Excel
· Strong collaboration skills with the ability to work effectively as part of a team
· Excellent multitasking and organizational skills; able to prioritize tasks based on urgency and deadlines
· Exceptional written and verbal communication skills
· Bilingual in English and Spanish (required)
Physical Demands and Work Environment 
[bookmark: P19_1854][bookmark: P21_2472][bookmark: P22_2694]The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions. While performing the duties of this position, the employee is regularly required to talk or hear. The employee frequently is required to use hands or fingers, handle or feel objects, tools, or controls. The employee is occasionally required to stand, walk; sit; and reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this position include close vision, distance vision, and the ability to adjust focus. The noise level in the work environment is usually low to moderate. 

Note
This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.

Received and accepted by

Signature: _______________________________ Name (print): ________________________________ 

Title: _____________________________________________________ Date: _____________________

The company is an Equal Opportunity Employer, drug free workplace, and complies with ADA regulations as applicable.
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