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Objectives

➢ Discover Some Best Practices For Elementary School Administrative 

Assistants To Enable Us To Perform Our Job More Efficiently.

➢ Identify Time Saving Techniques By Becoming Familiar With The 

Benefits Of Being Organized, Organizational Barriers And 

Organization Techniques.

➢ Recognize Tips To Strengthen Communication With The Clerical 

Staff.

➢ Summarize The Evaluation System For Clerical Staff

At the end of this workshop, participants will be able to:



Positive Attitude ☺ -Video

Maya Angelou: American Poet, dancer, producer, 

playwright, director, actress, author and an important figure 

in the American Civil Rights Movement

“I’ve learned that people will forget what you 

said, people will forget what you did, but 

people will never forget how you made them 

feel.”

Ralph S. Marston, Jr: Writer and publisher of The 

Daily Motivator

“You’ve done it before and you can do it now.  

See the positive possibilities.  Redirect the 

substantial energy of your frustration and turn 

it into positive, effective, unstoppable 

determination”.  





Administrative Assistance

Support for School Principal

• Arranges or maintains appointments for principal

• Facilitates all confidential clerical work

• May delegate non-confidential clerical work

• Composes principal’s correspondence

• Answers or refers inquiries made by students, parents, staff 

and community

• Screens principal’s phone calls if needed

• Opens and routes school and U.S mail 

• Receives visitors



• Customer service is #1

• Lead by example

GREETING 
CUSTOMERS



WHAT CUSTOMER 

SERVICE MEANS TO 

ME…………….

ACTIVITY



Customer Service Means…..

• Taking Care Of The Customer Like You Would Take Care 
of Your Family

• Surprising Yourself With How Much You Can Do

• Going Beyond What’s Expected

• Being At Your Best With Every Customer

• Adding Value And Integrity To Every Interaction

• Doing Ordinary Things Extraordinarily Well



• Should be checked on a daily basis

• District updates website often with memos, guidelines, forms and 
other types of communications

• What’s new - will keep you informed of the latest bulletins, memos 
and reference guides.

• What’s due – will help you meet your deadlines by allowing you to 
plan with anticipation.

MYLAUSD/E-LIBRARY







Main Office Responsibilities

FOR SCHOOL ADMINISTRATIVE ASSISTANTS



Support For The Office Technician (S) In The 

Following Areas:

Customer service

Answering telephone

Registration & enrollment

Cumulative Records

Provide first aid to students

Contact parents for ill or injured students

Dispense medication in the absence of the school nurse

Oversee students in the main office



Appointments

 MAY SCREEN PHONE CALLS OR PERSONAL VISITS TO SCHOOL 
ADMINISTRATOR IF NEEDED

◦ Always introduce yourself as the school administrative 
assistant

◦ Apologize if the administrator is unavailable

◦ Use the “get info/call back” method

 MAINTAIN MASTER CALENDAR

◦ All school events in one calendar

◦ Coordinate room usage for itinerants who service and test 
children at home school



Bell Schedule
 Different at every school

◦ Testing, professional development, minimum and shortened 

days, 1st day of school…..Etc.

◦ Minimum and shortened days must be approved by the 

local district prior of using those days

 Must be clearly posted and available to all staff – you are 

the information contact

 Useful for teacher/class coverage, and when parents or the 

public inquire



New Employee Orientation
• You are often the first person a new employee gets to meet 

and the most appropriate person to provide information 
about:

• Office structure

• Payroll information/time cards

• Emergency card

• Parking

• Keys

• Map of the school

• Work schedule with meal breaks

• Telephone directory

• What is expected from the employee

• Job description



Personnel File Folders

 Local school employee records – confidential

◦ Each employee should have one

◦ Must be available to principal & SAA

 Organization of files should be:

◦ Active

◦ Certificated/classified (color coded)

◦ Alpha

◦ In-active (administrator determines how long these 
records are kept at the location)

• Principal determines items to be filed



Payroll Time Reporter



Payroll Time Reporter

➢School Administrative Assistant (SAA) Is Usually The Primary

Time Reporter

➢Always Have A Back-up Time Reporter

➢Sign-in/Out (Time) Cards

➢Establish A Procedure With The Principal Regarding Employees

Signing In Late (I.E. Late Book)

➢Overtime (Employees should not be assigned to work more than

44 hours or overtime per month or more than 528 hours per

fiscal year. Overtime must be approved prior to working it)

➢Payroll Records (Must Be Kept For 5 Years)



Benefit Forms

When Employees are absent, a benefit form 

must be completed by the employee and 

approved by the administrator before 

entering the benefit into BTS



Illness/Non Illness Forms



Your Pay Statement – Employee Self 
Service      (ESS) Portal



Get Mypay

Your Pay Statement – Employee Self Service  (ESS) Portal



Employment Verification



Budget Overview

This Photo by Unknown Author is licensed under CC BY-SA-NC

http://arkansasgopwing.blogspot.com/2015/05/budget-feat-of-considerable-importance.html
https://creativecommons.org/licenses/by-nc-sa/3.0/


Budget
MIGHT BE REQUESTED TO PERFORM THE CLERICAL PART OF THE BUDGET SUCH AS:

 Keeping the control record sheets for each budget the school has 
control of

 Keeping control record sheets for salaries budgeted by the 
location

 Might be asked to process the budget adjustments manually for 
certain programs and collect all necessary documentation 
needed to process the budget adjustment

 Might also be required to be the data entry person to process 
budget adjustments in school front end for required programs

 Records must be retained for 5 years

 TIP: Keep you Hyperlinked control sheets always on your 
desktop so when you are doing any transactions like Payroll, 
Budget Adjustments, Shopping Card, Imprest  and P-Card you 
can log the expenditures right away to avoid forgetting to log 
them at a later time.



Record Retention

➢P-CARD
➢Procurement Manual – Dated April 2017 - 7th Edition

➢Record Retention – 7 years

➢SHOPPING CART
➢Procurement Manual – Dated April 2017 - 7th Edition

➢Record Retention – 5 years

➢IMPREST ACCOUNT
➢Reference Guide 1706.4, Dated September 15, 2015

➢Record Retention – Until you have a formal audit

➢STUDENT BODY
➢ Publication 464, Updated August 2006

➢ Record Retention – Until you have a formal audit



Organizational, 

Management Skills and Practices for 

School Administrative Assistants



Be Organized

➢Plan Multi-tasks To Meet Deadlines 

➢Manage Your Time And Prioritizes

➢Clutter Free Environment

➢File It, Don’t Pile It

➢Open All Mail And Develop A Routing System



➢Helps Meet Deadlines And Due Dates

➢Allows You To Be More Efficient In The Workplace

➢Saves Time Looking For Misplaced Items

➢Lowers Stress And Frustration

➢Creates A Positive Atmosphere And Image To Customers, 

Supervisors And Co-workers



Organizational Barriers

➢Procrastination

➢Interruptions

➢Overbooking Projects, Tasks And Assignments

➢Setting Wrong Priorities



Tips for Staying Organized

➢ Plan

➢ Manage your time 

➢ Open and route all mail

➢ Paper Designation

➢ File it, don’t pile it

➢ Clutter free environment 

May 2018



Absence Communication

 Administrators should be made aware of teacher/staff absences

◦ Collection of attendance data

◦ Class coverage

 A form of communication should be established to disseminate 
this information

◦ Clipboard with absence form

◦ White board, etc.



LEADERSHIP HABITS

FOR SCHOOL ADMINISTRATIVE 

ASSISTANTS



Attend SAA Meetings

 LOCAL DISTRICT LISTINGS

◦ Contact local district administrative assistants

◦ Inquire about future SAA meetings

◦ Role of school services director and administrative 

secretary

 SAA MEETINGS PROVIDE:

◦ Professional development

◦ Networking opportunities

Handout 13



Networking

• Maintain A Contact List Of Important Numbers To 

Navigate Through Central Offices With Ease 

• Get To Know Other SAA’s

• Business Cards

• Provide A Professional Image When Networking



Be A Training Advocate
 Trainings like this help you and your clerical staff

 Maximize our training catalog

◦ Two catalogs per year

 Fall and spring 

 Sign up at the learning zone

 Visit our website for updates

Www.Oetraining.Net



➢Supervision

➢Job Descriptions

➢Clerical Schedules

➢Clerical Meetings

Clerical Staff



CLERICAL SUPERVISION

➢General Supervision – The SAA 

directly supervises all clerical 

personnel in his/her office.



Communication Skills

• BE RESPONSIVE

• BE ENGAGING

• BE PLEASANT

• BE PATIENT

• BE CLEAR

• BE POSITIVE

• BE REALISTIC

• BE A PROBLEM SOLVER



Pulling Together
Video





Hands on Activity

1. Write down three or four (3 or 4) characteristics of a strong 

team.

(i.e. What does a great team of clerical staff behave like?).

2.  Write down in your own words two or three (2 or 3) “rules” or 

“principles” to build a great team of clerical staff.



CLERICAL JOB 
DESCRIPTIONS

• Set and provide clear expectations for 

clerical staff members

• Should have one for every clerical staff 

member

• Create them if you do not have them

• Use current LAUSD job descriptions 

to assist you 

• Modify them when needed to 

ensure smooth and efficient clerical 

operation at your school



Clerical Schedules

• Know Where Your Team Is At All Times

• SAA Reviews All Clerical Staff Schedules

• Resolve All Schedule Conflicts

• Approve All Clerical Staff Schedules And Makes 

Sure That Each Office Technician Gets A Copy

• Provide A Copy Of Clerical Schedules To School 

Administration



Clerical Meetings

➢Provide professional development and updates to your 
clerical team.

➢Establishes strong lines of communication.

➢Disseminate important information.

➢SAAs should have one meeting every other month.

➢Meet with Office/Senior Office Technicians every month.

➢Encourage leadership development and professional growth.

➢Can assist in disseminating information



Cross Training

 Schedule all office technicians to cross train with each 

other

◦ This supports the school as a whole when office 

coverage is needed

◦ Back up office technician should be cross trained with 

you to learn the role of an SAA

◦ Have a back up time reporter at your location

 A leader inspires future leaders



Classified Performance Evaluation

PERFORMANCE EVALUATIONS ARE:

• A POSITIVE MEANS TO PROVIDE/RECEIVE FEEDBACK

• A POSITIVE MEANS TO OBTAIN INPUT

• A KEY TOOL FOR THE APPRAISAL PROCESS

PERFORMANCE EVALUATIONS ARE NOT:

• DISCIPLINARY IN NATURE

• A ONE-SIDED PROCESS

• MEANT TO PROVIDE SURPRISES

https://achieve.lausd.net/Page/11632



District Goals

Our goals at Los Angeles Unified School District:

1.  100 percent student graduation

2.  Proficiency for all students

3.  100 percent attendance

4.  Parent and community engagement

5.  School Safety

To reach these goals, LAUSD uses a Performance Meter to 

measure and guide our performance as a District.



• THERE IS A LITTLE DIFFERENCE IN PEOPLE, BUT THAT LITTLE 

DIFFERENCE MAKES A BIG DIFFERENCE.

THAT LITTLE DIFFERENCE IS ATTITUDE. THE BIG 

DIFFERENCE IS WHETHER IT IS POSITIVE OR NEGATIVE.

˜ W. CLEMENT STONE ˜



CUSTOMER SERVICE 

Johnny

http://play.simpletruths.com/movie/simple-truths-of-service/
http://play.simpletruths.com/movie/simple-truths-of-service/
http://tinyurl.com/Grocer-Johnny


We Are Here To Help YOU

 Organizational of excellence provides:

◦ Training classes for classified employees in a variety of subjects

◦ Senior classified and classified  training representatives

 Trainers who visit your site to provide one-on-one training and 

assistance







Thank you for having us here 
today!

Organizational Excellence Classified Training

213 241-3440

www.oetraining.net

Monica Vergara

213-241-5249

miv5896@lausd.net


