
 

 
                            
Position: Food Service and Enrichment/Extended Day 

Learning Administrative Assistant  
Department/Location:  Central Office 
Pay: $43,000 - $48,000 annually.  Working under an 

individual contract, benefits will generally be 
consistent with other non-bargaining unit 
employees. 

Hours:                                           8:00 am- 4:00 pm, year-round position  
  
 
Organizational Scope: 
 
Reporting to the Business and Operations Manager and working primarily both for 
the Coordinator of Food Services and the Coordinator of Enrichment and Extended 
Day, the Administrative Assistant is responsible for providing support to the nutrition 
and extended learning programs.  This is a full-time position that will support both 
programs.  Additionally, as the workload varies, additional duties may be assigned by 
the Business and Operations Manager. 
 
Position Responsibilities: 
 

 Create correspondence and organize incoming and outgoing paperwork 

 Answer and direct calls for both programs 

 Complete requisition and purchase orders using Infinite Visions or other 
software  

 Coordinate with vendors as needed and schedule appointments for the 
Coordinators 

 Computer use, including Microsoft Office 

 Assist the Coordinator in the management of the Free and Reduced lunch 
application process and paperwork 

 Assist the Coordinator in tracking and managing student lunch accounts, 
including overdue accounts 

 Work in a fast paced environment, and prioritize work as needed 

 Audit bills and data for accuracy 

 Create databases, mail-merge documents, maintain personnel data/schedules 
as needed 

 Assist building based staff with inventory control and supplies 

 Assist the Coordinator with extended learning program operations, including 
scheduling of staff and student payments  

 Maintain confidential information in a professional manner 

 Perform other functions at the discretion of the Business and Operations 
Manager 

 Other duties as assigned 
 



Job Qualifications & Physical Demands: 
 
Must have at least three years of experience with clerical support; database 
management; experience with Microsoft office, the ability to communicate well 
verbally and in writing; be cooperative, proactive and able to provide outstanding 
customer service; work as a team member, manage day-to-day events; have strong 
telephone/ office skills.  Ability to work in a fast-paced office environment, multi-task, 
and meet the needs of two Coordinators fairly and competently. 
 
 


