
 
ANNOUNCES AN EXAMINATION FOR: 

 

 
 

EMPLOYMENT OPPORTUNITY FOR: 
 

ADMINISTRATIVE ASSISTANT II 
Open and Promotional 

 
 
 

 

PURPOSE OF EXAMINATION: 
To fill a current vacancy, 8 hours per day, 12 months per year and to establish an eligibility list for future openings.  
 
FINAL FILING DATE:  SALARY RANGE: 
October 4, 2021 by 3:30 p.m.  $24.41 - $29.68 per hour 
 
BASIC FUNCTION 
Under the direction of a Director or an Assistant Superintendent, perform a variety of complex secretarial and administrative 
assistant duties; plan, coordinate and organize office activities and coordinate flow of communications and information for 
the administrator; prepare and maintain a variety of manual and automated records and reports related to assigned activities. 
 
REPRESENTATIVE DUTIES: 
Perform a variety of complex secretarial and administrative assistant duties; plan, coordinate and organize office activities, 
flow of communications and information; ensure smooth and efficient office operations; ensure related functions comply 
with established laws, rules, regulations, policies and procedures; serve as primary secretary to the assigned administrator; 
perform public relations and communication services for the administrator; receive, screen and route telephone calls; take, 
retrieve and relay messages as needed; schedule and arrange appointments, conferences and other events; receive visitors, 
including administrators, staff, parents/guardians and the public; provide information or direct to appropriate personnel; 
exercise independent judgment in resolving a variety of issues; refer difficult issues to the administrator as needed; provide 
technical information and assistance related to program or operations and related laws, rules, regulations, policies and 
procedures; distribute, collect, process and evaluate a variety of forms and applications related to assigned functions; 
duplicate and distribute materials as needed; monitor inventory levels of forms, office and designated supplies; order, 
receive and maintain appropriate levels of inventory as required; prepare, process and code purchase orders and invoices as 
assigned; compile information; prepare and maintain a variety of records, logs and reports related to programs, students, 
attendance, staff, projects and assigned duties; establish and maintain filing systems; revise, verify, proofread and edit a 
variety of documents; coordinate, schedule and attend a variety of meetings, assessment/testing activities, workshops and 
special events; maintain appointment and activity schedules and calendars; prepare and send out notices of meetings; 
compile and prepare agenda items and other required information for meetings, workshops and other events; set up 
equipment and supplies for meetings and other events as needed; take, transcribe and distribute minutes as directed; input a 
variety of data into an assigned computer system; establish and maintain automated records and files; maintain accurate 
student records as assigned by the position; initiate queries, develop spreadsheets, generate various computerized lists and 
reports as requested; ensure accuracy of input and output data; compose, independently or from oral instructions, note or 
rough draft, a variety of materials such as inter-office communications, forms, letters, memoranda, bulletins, agenda items, 
labels, flyers, requisitions, handbooks, newsletters, brochures, certificates, contracts and other materials; format materials 
to meet program and office needs; research, compile and verify a variety of data and information; compute statistical 
information for various federal, State and local reports as necessary; ensure mandated reports are completed and submitted 
to appropriate agency according to established time lines; perform special projects and prepare various forms and reports 
on behalf of the assigned administrator; conduct research and process documents in specialized areas; attend to 
administrative details on special matters as assigned; communicate with personnel and various outside agencies to exchange 
information, request and provide materials, coordinate activities and resolve issues or concerns; operate a variety of office 
equipment including a calculator, copier, fax machine, computer and assigned software; arrange for equipment repairs as 
required; operate a two-way radio as assigned; receive, open, sort, screen and distribute incoming e-mail and mail; compose 
replies independently or from oral direction; prepare and distribute informational packets; and perform related duties as 
assigned 
 
MINIMUM QUALIFICATIONS: 

BE SURE YOU READ AND FULLY UNDERSTAND THIS JOB ANNOUNCEMENT BULLETIN.  ALL THE INFORMATION YOU NEED IN ORDER 
TO SUBMIT A COMPLETE APPLICATION, AS WELL AS THE EXAMINATION PROCEDURES FOR THIS POSITION, CAN BE FOUND BELOW. 

SANTA PAULA UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

500 E. Santa Barbara Street, Santa Paula, CA 93060 * (805) 933-8890 * www.santapaulausd.org 



Knowledge of: Organizational operations, policies and objectives; policies and objectives of assigned programs and 
activities; applicable laws, codes, regulations, policies and procedures; record-keeping and filing techniques; business letter 
and report writing, editing and proofreading; telephone techniques and etiquette; methods, procedures and terminology used 
in clerical accounting work; modern office practices, procedures and equipment; proper English usage, grammar, spelling, 
punctuation and vocabulary; interpersonal skills using tact, patience and courtesy; operation of a computer and assigned 
software; oral and written communication skills; record retrieval and storage systems; and mathematic calculations. 
 
Ability to:  Perform a variety of complex secretarial and administrative assistant duties; plan, coordinate and organize office 
activities, flow of communications and information for the administrator; ensure smooth and efficient office operations. 
Learn and apply laws, codes, rules, regulations, policies and procedures; compile and prepare comprehensive reports 
concerning a broad spectrum of subject matter; compose effective correspondence independently; perform a variety of 
clerical accounting duties in support of assigned department or program; type or input data at an acceptable rate of speed; 
answer telephones and greet the public courteously; work with many interruptions; maintain a variety of records, logs and 
files; utilize a computer to input data, maintain automated records and generate computerized reports; establish and maintain 
cooperative and effective working relationships with others; meet schedules and time lines, work independently with little 
direction; communicate effectively both orally and in writing; and add, subtract, multiply and divide with speed and 
accuracy. 
 

Education/Experience:  Graduation from high school or its equivalent and four years increasingly responsible secretarial 
or administrative assistant experience involving frequent public contact. 
 
WORKING CONDITIONS: 
ENVIRONMENT:  Office environment and constant interruptions. 
PHYSICAL DEMANDS:  Hearing and speaking to exchange information in person or on the telephone; dexterity of hands 
and fingers to operate a computer keyboard; ability to see to read a variety of materials; sitting or standing for extended 
periods of time; and bending at the waist, kneeling or crouching to file and retrieve materials. 
 
TO APPLY: 
You must obtain an application packet and return the completed application by the filing deadline to Human Resources-
Classified, 500 E. Santa Barbara St., Santa Paula, CA.  Application must be sufficiently complete and specific to fully 
indicate the experience and other qualifications of applicants.  Resume or additional attachments may be included with 
your application, but not in lieu of an application. 
SELECTION PROCESS: 
Application: Applications will be screened for evidence of the minimum requirements for the position.  Falsification or 
omission of a material fact is cause for rejection, removal from the eligibility list or dismissal from employment. 
Eligibility:  All applicants are required to pass a written exam, (weight 50%), computer exam (pass/fail) and a 
qualifications/technical appraisal/oral examination (weight 50%). All applicants must achieve a passing score in each part 
of the examination process in order to be placed on the eligibility list. 
Employment Verification:  In accordance with the Immigration Reform and Control Act of 1986, new employees must 
provide written proof of their legal right to work in the United States. 
Fingerprinting:  State law requires that all employees be fingerprinted.  AB 1610 prohibits employment until the 
Department of Justice completes its obligations regarding the arrest and conviction information. 
COVID-19 information: SPUSD employees are required to provide proof of COVID vaccination or submit to mandatory 
weekly testing. 
Reasonable Accommodation For The Disabled:  Individuals with disabilities requiring reasonable accommodation in 
the testing process must notify Classified Human Resources at 933-8890. Official documentation must be submitted to the 
Classified Human Resources office no later than 3:30 p.m. on the final filing date. 
 
 
 
 
 
 
 
 
 
 
Note: The district has the right to limit the number of eligibles which can be reasonably used during the existence of the eligibility list.  The provisions of this announcement do not constitute an 
expressed or implied contract and any provisions contained in this announcement may be modified or revoked without notice.    POSTED 09/14/2021 

The Governing Board and Personnel Commission of the Santa Paula Unified School District prohibits discrimination, harassment, intimidation, bullying and sexual 
harassment based on actual or perceived ancestry, age, color, disability, gender, gender identity, gender expression, nationality, immigration status, marital status, 
parental status, family status, pregnancy status, race or ethnicity, religion, sex, sexual orientation, or association with a person or a group with one or more of these 
actual or perceived characteristics in all educational programs, school related or school sponsored activities, school attendance or employment policies which may 
have an impact or create a hostile environment at school as required by Title IX of the 1972 Education amendments, Section 504 of the Rehabilitation Act of 1973, 
the Americans with Disabilities Act, the California Fair Employment and Housing Act, and other applicable laws and regulations. For questions or concerns regarding 
discrimination, harassment, intimidation, bullying or sexual harassment, please contact the District's Discrimination, Equity, and Title IX Compliance Officer: Dr. 
David Moore, Assistant Superintendent, Educational Services, 201 S. Steckel Drive, Santa Paula, CA 93060, 805-933-8963, dmoore@santapaulausd.org. 
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