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Metropolitan Regional Educational Service Agency
1870 Teasley Drive, S.E.

Smyrna, Georgia 30080

Phone:  (770) 432-2404  Fax: (770) 432-6105
Date:

September 15, 2021


Position:
Administrative Assistant 
North Metro Georgia Network for Educational and Therapeutic Supports (GNETS)


Position may be located in Atlanta, North Fulton, or Gwinnett County
General Description: The Administrative Assistant is responsible for working directly in an administrative support role to the North Metro GNETS Site Coordinator and North Metro GNETS Director providing administrative supports to the North Metro GNETS Program. This position requires extensive knowledge of data collection and reporting, attention to detail, accuracy, proficiency, the ability to multi-task and be flexible, timeliness, being goal-oriented and outcome based, the ability to work in an environment with students that exhibit significant emotional behavioral disorders and/or mental health related disabilities, honesty, and integrity. This position may also require some front counter support including, but not limited to answering phones, taking messages, directing calls, coordinating general school office operations, and greeting and attending to school visitors, school staff, and student requests. 
Knowledge: 1. Requires knowledge of general school office or a professional office environment. 2. Requires knowledge of technology in the areas of office software, electronic communication, database systems, word processing, spreadsheets, and office equipment operation; i.e., phones, fax, and copier.
Skills: 1. Requires strong service-related people skills and problem-solving skills as this position is generally the first contact and has significant responsibility in representing the school. 2. Requires strong verbal and written communication skills due to interaction with the general public, school personnel, state agencies, and other agencies on a regular basis. 3. Requires strong, positive interpersonal relationship skills between students, staff, parents, and community members. 4. Requires strong organizational skills to balance demands of a multi-tasking position. 5. Requires strong technology skills in the areas of office software, electronic communication, database systems, word processing, spreadsheets, and office equipment operation; i.e., phones, fax, and copier. 

Abilities: 1. Requires extraordinary attention to detail and follow through to meet deadlines and commitments. 2. Requires conscientious attention to detail and commitment to accuracy in all areas. 3. Requires significant confidentiality responsibilities due to parent, student, and staff issues. 4. Requires adhering to district and school policy, rules, and regulations. 5. Requires adhering to all state and federal laws, rules, and regulations. 6. Must demonstrate punctuality, good attendance, and strong work ethics in all areas.

Minimal Qualifications:


· High school diploma or GED

· Three years minimum clerical or general administration experience and/or training that includes secretarial or clerical work, or any equivalent combination of related education, training and experience which provides the required knowledge, skills and abilities to perform the essential job functions.
·  Proficient in various technologies including, but not limited to Word, Excel, PowerPoint 

Preferred Qualifications:

· Bachelor’s Degree
· Experience in Data Collection, Analysis, and Planning 

· Experience working in an administrative capacity in the area of Special Education

· Knowledgeable and experienced with school information systems (SIS), ex. Infinite Campus, SASI, Serenity, eSchool, etc. 

Specific Responsibilities:

· Greet guests and monitor various personnel for student pickups and check outs.

· Manage outgoing and incoming mail and interdepartmental mail.  Receive, handle, and/or distribute accordingly.

· Answer, transfer, and relay phone calls and messages to director, site coordinator, and staff.

· Maintain log of staff attendance.  Process leave requests and insure time is accurately documented.

· Input and maintain an accurate student database and make appropriate changes.
· Gather attendance reports, accurately enter data in attendance database. 

· Run reports regarding status of eligibilities, as well as, family intake and IEP data. Assist site coordinators and director with various forms and monthly reports.

· Assist Family Service Coordinators in appropriately maintaining student records.
· Process purchase orders.  Maintain supply inventory and distribution.
· Fax, copy, and scan documents. File student records and personnel documents properly. 
· Ensures that confidential and/or sensitive information concerning the North Metro GNETS program is only shared with appropriate personnel.
· Ability to lift up to 25 pounds. 

· Performs additional duties as assigned by the North Metro GNETS Site Coordinator and North Metro GNETS Director 

Terms of Employment:

· 215-day contract with competitive compensation package

Responsible to:

· North Metro Site Coordinator and North Metro GNETS Director
Application Deadline:

· Open until filled. 
Email your letter of interest, a current resume, a copy of your last evaluation, a completed Metro RESA Job application, contact information for at least three professional references (email address and telephone number), and a copy of your current Georgia Teaching Certificate to: 
Search Committee, North Metro GNETS Behavior Specialist

Attention: Dr. Cassandra A. Holifield 

Email: cassandra.holifield@mresa.org  

c/o Metropolitan Regional Educational Services Agency (MRESA)

1870 Teasley Drive SE

Smyrna, GA 30080

Mresasissearchcommittee@mresa.org
Metro RESA is an equal opportunity employer and does not discriminate on the basis of race, color, national origin, sex, age, religion or disability.
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