
General Administrative Support 
The Jefferson County School System is seeking a qualified candidate to join our central office support 
staff.  General job requirements of General Administrative Support are listed below.  Qualified 
individuals may make application by submitting a letter of interest along with a detailed resume to 
the JCBOE.  Applicants should provide at least three references able to speak to actual administrative 
support experience.  Please include copies of all certifications/licenses relevant to this position.  
Applications can be emailed to vacancies@jefferson.k12.ga.us or mailed to Jefferson County Board of 
Education, 1001 Peachtree Street, Louisville, GA  30434.   The outside of the envelope or the subject 
line of the email should reference “General Administrative Support.” 

General Administrative Support 

Possess a high school diploma or GED, be proficient in Microsoft Word and Excel, and meet other 
requirements as set by JCBOE.  General administrative support experience is required and light 
bookkeeping experience is preferred. 

Administrative Assistant (AA) duties and responsibilities include providing administrative 
support to ensure efficient operation of the office. The AA supports managers, employees and 
stakeholders through a variety of tasks. The AA is responsible for confidential and time sensitive 
material making confidentiality, discretion, honesty and trustworthiness musts for a successful 
candidate.    The AA is familiar with a variety of the District's concepts, practices and procedures 
and possesses the ability to effectively communicate via phone and email. The AA completes all 
duties accurately with high quality and in a timely manner, relying on experience and judgment 
to plan and accomplish goals effectively and efficiently.  

The Administrative Assistant performs all traditional office tasks (filing, word processing, answering 
phones, making copies, etc.) as well as other tasks specific to the department(s) he/she supports - 
compiling data, filing various reports, following written and oral directions and performing other duties 
as assigned.  This position requires one to keep matters confidential, remain honest, loyal and 
dependable. 


