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VERDE CHRISTIAN ACADEMY

ADMINISTRATIVE ASISSTANT JOB DESCRIPTION 

102 S. WILLARD STREET 

COTTONWOOD, ARIZONA  86326 

PHONE 928‐634‐8113 

GENERAL DESCRIPTION 

GOAL:  Support the efficient functioning of processes to support the students 
learning attitudes, skills, and subject matter that will contribute to their 
development as mature, knowledgeable, and responsible Christians to the 
praise and glory of God.  

OVERVIEW:  The administrative assistant shall be one who has trusted Jesus Christ as 
Lord and Savior and feels called of God to the school setting.  Experience 
or academic training in office administration is necessary.  Further 
qualifications may be added by the VCA Leadership as deemed 
appropriate. 

Contracted by:  Leadership team upon recommendation of the Administrator for a period 
of one year. 

Responsible to:  Administrator 

Supervises:   Lunch staff, volunteers, and other staff as needed. 

Evaluation:  Performance will be evaluated in accordance with provisions stipulated in 
the VCA Staff Policy and Handbook. 

REQUIRED PERSONAL QUALITIES 

The Administrative Assistant shall: 

1. Have received Jesus Christ as his/her personal Savior.
2. Believe that the Bible is God’s Word and standard for faith and daily living.
3. Be a Christian role model in attitude, speech, and actions toward others (Luke 6:40), and

be devoted to prayer, sharing one’s faith, and spending personal time studying God’s
Word.

4. Agree with the school’s Statement of Faith and Christian philosophy of education, and be
a member in good standing at a local, evangelical church that has a Statement of Faith in
agreement with the school’s Statement of Faith.

5. Show by example the importance of Scripture study and memorization, prayer,
witnessing, and unity in the body of Christ.
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6. Recognize the role of parents as primarily responsible before God for their children's
education and be prepared to assist them in that task.

7. Demonstrate the character qualities of organization, enthusiasm, courtesy, and flexibility,
integrity, gratitude, kindness, self-control, perseverance, and punctuality.

8. Maintain a personal appearance that is a Christian role model of cleanliness, modesty,
good taste, and in agreement with school policy.

9. Meet everyday stress with the emotional stability, objectivity, and optimism.
10. Shall notify the administration of any policy he/she is unable to support.
11. Refuse to use or circulate confidential information inappropriately.

JOB DESCRIPTION - Essential Functions 

The administrative assistant shall: 

1. Reflect the purpose of the school, which is to honor Christ in every class, and in every 
activity.

2. Encourage students to accept God's gift of salvation and help them grow in their faith.
3. Cooperate with the V.C.A. Leadership Team and administration in implementing all 

policies, procedures, and directives governing the operation of the school.
4. Assist in the efficient running of the school by managing processes/procedures related to 

its function.
5. Recognize the need for good public relations by representing the school in a favorable 

and professional manner to the school's constituency and the general public.
6. Develop and maintain rapport with students, parents, and staff by treating others with 

friendliness, dignity, and consideration.
7. Follow the Matthew 18 principle in dealing with students, parents, staff, and 

administration as outlined in the teacher's handbook.
8. Seek the counsel of the administrator, colleagues, and parents while maintaining a 

teachable attitude.
9. Attend and participate in scheduled devotional, in-service, retreats, open house, 

committee, faculty, and Parent Teacher Fellowship meetings.
10. Inform the administration in a timely manner if unable to fulfill any duty assigned.
11. Agree to meet all state requirements for background checks, physical exam, fingerprint 

card and T.B. tests.
12. Follow biblical principles of submission to those in authority (administrator, leadership, 

deacon board, pastor). 

JOB DESCRIPTION - Supplemental Functions 

The administrative assistant shall: 

1. Shall provide support to the staff in the discharge of their duties by supplying necessary
information or supplies.

2. Shall inform staff of school delays or closings.
3. Shall prepare secondary report cards quarterly.
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4. Shall be supportive (looking for opportunities to assist in smooth functioning of the school).
5. Shall procure and maintain supplies for the First Aid kits and cupboard.
6. Shall make preparations for graduation/chapel/award ceremonies.
7. Notify parents of their costs, options, and obligations.
8. Shall maintain frequent communication with school families 1. Shall type, copy, and oversee 

distribution of monthly newsletter.
9. Shall make appointments for parent interviews.
10. Shall inform parents of transportation plans and special events.
11. Shall send out and process re-enrollment forms.
12. Shall provide support, advice and assistance to the administrator as requested to assure the smooth 

operation of the school.
13. Regarding educational support services

1. Shall compile teachers’ requests for books and supplies.
2. Shall order books and supplies in compliance with budget.
3. Shall calculate total expenditures for each classroom.
4. Shall arrange for staff substitutes.
5. Shall arrange for achievement tests to be purchased, distributed, compiled, and results 

distributed.
6. Shall notify the administrator of needs arising which relate to legal issues, code or policy 

compliance.
7. Shall set up and maintain files in regards to contracts, letters of intent, personnel records, 

pictures, tuition, delinquent accts, billing, petty cash, enrollment/withdrawal, staff 
attendance, scholarships, permanent records, attendance records, star students, transcripts, 
screening processes, thank-you notes, receipts for payment (including pertinent 
communication and timely record keeping).

8. Shall make bank deposits, transfers, and reconcile statements for general, payroll, savings, 
and other accounts.

9. Shall collect and prepare semi-monthly hourly data for payroll purposes.
10. Shall provide health/emergency services to children as needed.

14. Regarding clerical services
1. Shall answer the telephone, providing information as needed.
2. Shall prepare necessary correspondence, copies, mail, and email.
3. Shall schedule appointments for the administrator when necessary.
4. Shall maintain an accurate, updated school calendar of events/activities.
5. Shall maintain an adequate inventory of all offices supplies.
6. Shall prepare programs for special events.

15. Regarding Development
1. Shall prepare and mail out information packets when requested.
2. Shall keep a log of inquiry information.
3. Shall be involved in a variety of public events and activities.
4. Shall escort new families (if needed).
5. Shall assist with other fundraisers and events as needed.

16. Perform any other duties, which may be assigned by the administration or VCA 
Leadership Team. 

JOB DESCRIPTION - Physical Requirements  
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1. Administrative Assistant will be able to escort children up and down flights of stairs and
to and from playground.

2. Administrative Assistant will be able to supervise playground activities and provide
assistance to children as needed.

3. Administrative Assistant will be able to lift 20-50 pounds.
4. Administrative Assistant will be able to successfully operate and learn new technologies.
5. Administrative Assistant must have adequate hearing, and eye sight (with or without

corrective lenses) to carry out given assisting and supervisory responsibilities.


