	Job Title
	Special Assistant to Special Projects

	Status
	Full-Time, 12 Month, Classified

	Reports To
	Head of School

	Reporting Positions
	Community Liaison


Summary of Position:
The Executive Assistant to the Chief Academic Officer/Head of School provides administrative support to the highest level of administration within the organization. Research and compiles information for reports and presentations. Handles meeting and conference logistics. Maintains calendar for the Chief Academic Officer/Head of School and ensures appropriate preparation for daily activities. Monitors and directs operational or special projects, as assigned. Reviews incoming correspondences to Chief Academic Officer/Head of School and forwards appropriately or, based on knowledge of recipient’s view, may respond for them. Leads meetings addressing specific operational issues and develops specific action plans toward their resolution. Assists in the development, interpretation and administration of system-wide policies and procedures as well as assisting with interpreting regulatory requirements and accreditation standards. Responds to routine inquiries from parents, staff, DeKalb County School District, Georgia Charter School Association, DPA Governing Board, other regulatory and accreditation agencies. Additional or differentiated duties may be assigned depending upon the nature of the work duties associated with the school.
Job Requirements:
· Excellent written and oral communication skills
· Highly organized, analytic, and attentive to detail
· Advanced proficiency in Microsoft Office and data entry
· Above-average leadership, teamwork, and collaboration skills
· Ability to make sound decisions, be flexible, solve problems, and take initiative
EDUCATION:  Bachelor’s degree; Masters Preferred
WORK EXPERIENCE: At least 5-10 years of related experience required

KNOWLEDGE, SKILLS, & ABILITIES: 
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· Knowledge of campus operations
· Excellent problem-solving skills
· Profound knowledge of curriculum and instruction
· Ability to evaluate instructional programming and teacher effectiveness
· Ability to manage budget and personnel
· Ability to implement policy and procedures
· Ability to interpret data
· Excellent organizational, communication, and interpersonal skills



ESSENTIAL DUTIES:
· Conducts thorough and consistent follow-up with Senior Leadership on projects prioritized by the Head of School.
· Acts as coordinator for the Central Office School Support team.
· Provides customer service to visitors, parents and staff and stakeholders; schedules meetings and appointments for the Chief Academic Officer/Head of School.
· Types, edits and proofreads correspondence, reports, memoranda and contracts. 
· Receives and screens phone calls, greets visitors and reviews and disseminates incoming mail to the Central Office. 
· Facilitates communications to Head of School in emergency situations. 
· Initiates paperwork for employee transactions
· Assists in investigating and resolving issues or concerns.
· Updates and tracks delegated tasks to ensure progress to meet established deadlines for long and short-term projects across teams/departments
· Formulate systems and processes that effectively streamline important information sharing between the leadership team and the office of the Chief Academic Officer/Head of School.
· Complete projects and special assignments by establishing objectives; determining priorities; managing time; gaining cooperation of others; monitoring progress; solving problems; and adjusting to plans.
· Administers and/or supports the state and local standardized testing processes and policies.
· Assists with constituent services for school representatives as directed by the Head of School.
· Works collaboratively with or independent of the DPA communications team.
· Keeps Board members and the Head of School informed about programs, events, accomplishments, and concerns in the school and community. 
· Refers community and stakeholder inquiries and serves as a point of contact for the Head of School.
· Acts as the liaison for the Head of School with the school community.
· Attends monthly board meetings and committee meetings as needed; assist in preparing Head of School Reports and notes for board meetings and administrative team meetings.   
· Performs other duties as assigned by Head of School.
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