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4. Maintains the Deputy/Assistant Superintendent’s calendar; coordinates, arranges and confirms meetings, 
conferences and appointments; screens requests for appointments; schedules District-wide and division 
meetings, institutes and in-services; attends division m
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distribution; act as an internal recorder for annual plan updates; assists as needed in the updates of strategic 
plans for sites and collaboratives. 

 
5. 
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Licenses; Certificates; Special Requirements: 
None. 

PHYSICAL AND MENTAL DEMANDS 
The physical and mental demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this class.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
  
  Physical Demands 

While performing the duties of this class, employees are regularly required to sit; talk or hear, in person 
and by telephone; use hands repetitively to finger, handle, feel or operate standard office equipment; and 
reach with hands and arms.  Employees are frequently required to walk and stand; and lift up to 25 
pounds. 

  Specific vision abilities required by this job include close vision and the ability to adjust focus. 
  
  Mental Demands 

While performing the duties of this class, employees are regularly required to use written and oral 
communication skills; read and interpret data, inform
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