
 
 
The Academy of Classical Christian Studies     
Assistant to the Principal – Job Description 
09/2/21 
Part-Time / Non-Exempt 

Reports to:  North Dialectic Principal  

Job Overview 

The Assistant to the Principal provides high-quality, intuitive administrative and clerical assistance 
support to the Dialectic principal in a timely and professional manner, in a high-performing 
environment.  

The ability to self-direct, effectively manage multiple tasks, intuitively create efficiencies that will 
benefit the principal, and thrive in a transitional environment is essential. Additional 
responsibilities include ability to identify and address managers needs and perform administrative 
tasks to ensure their workflow runs smoothly.  This position requires the ability to quickly pivot 
from one task to the next while maintaining an organized understanding the status and needs of 
individuals projects.   

The Assistant to the Principal must be proactive, meet deadlines, communicate effectively, and 
maintain a capable working knowledge of all office management and social media technologies 
including RenWeb, Instagram, Facebook, etc.  

Although work outside of regular assigned hours is not usually expected, due to unanticipated 
urgencies that may periodically arise the Executive Assistant may be asked to respond to texts, 
emails, or conduct online research outside of regular working hours.  

Responsibilities 

• Coordinate daily calendars for Principal 
• Plan appointments and events 
• Create reports and update internal databases 
• Manage phone calls and emails 
• Respond promptly to Principal’s queries 
• Facilitate all low-level internal communication (e.g. distribute information and schedule 

presentations) 
• Manage details of ongoing projects 

 

Additional Abilities Required 

1. Ability to Conduct Research  

• Natural curiosity and the ability to gather information that builds bridges between 
ideas.  

 



 
 

2.  Attention to Detail with Sense of Urgency 

• Ability to notice and communicate important details that may otherwise be ignored 
in a timely fashion. 

   
 3. Proactive  

• Capable of filling in the gaps and demonstrating initiative while keeping manager 
informed and in approval along the way. Morning Email. 

Wake up to the day's most important news. 
 4. Active Listening Skills  

• Process information and ask questions to guide understanding of the direction 
senior manager is heading.  Ability to anticipate and provide what will be needed. 

 
 5. Flexible Personality 

• Ability to interact and build rapport with all contacts through all means of 
communication (in person, phone, email, etc.).  Must remain flexible and patient 
with all people. 

 
 6. Strong Communications Skills 

• Communication is key. Must have ability to understand another person’s position 
and concerns while graciously conveying the information needed to accomplish the 
desired result.  

 
 7. Time Management Skills 

• Must know how to effectively prioritize and keep things on schedule by 
understanding the priorities and needs of manager.   

 
 8. Project Management Assistance Skills 

• Able to help manage many moving parts of projects the manager is working on (as 
requested).  

 
 9. Unquestionable Discretion 

• Must exercise complete discretion and confidentiality with sensitive information. 
 
 

Additional Requirements  

• Knowledge of office procedures and the use of office equipment 
• Solid technology experience (office management systems, ERPs, MS Office) 
• Internet access: Ability to work and conduct internet research from home as needed 

• Familiarity with online calendars and cloud systems 
• High school degree 
• Additional qualifications as Personal Assistant or Secretary are a plus 
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