
Administra� ve Assistant 
St. George’s Preparatory School

Job Summary
The Board of Trustees of the St. George’s Preparatory School is 
seeking an administra� ve assistant. The administra� ve assistant 
works under the direc� on of the school principal and carries out 
range of administra� ve, clerical and accoun� ng du� es to support 
the smooth opera� on of the school. The successful candidate is 
required to skillfully coordinate and communicate with students 
and teachers, as well as stakeholders including parents, vendors and 
service providers to assure the safety and well-being of students, 
security and maintenance of school. The administra� ve assistant is 
required to work on his/her own ini� a� ve and with professionalism 
to interpret instruc� ons and guidelines, solve offi  ce process and 
equipment problems and use various computer applica� ons related 
to school and offi  ce administra� on. The administra� ve assistant is 
a key member of school team who has a con� nual opportunity to 
impact on the school opera� ons and students care. The successful 
applicant must possess strong organiza� onal and interpersonal skills.

Du� es
The Administra� ve du� es include:

■ Recep� on for the school and offi  ce that entails controlling 
access and posi� vely addressing the concerns of students and 
other visitors to the school and offi  ce.

■ Contact and coordina� on with parents if students require 
excep� onal care or pickup during the school day.

■ Assistance with maintaining the principal’s and school calendar.
■ Assistance with coordina� ng school events and related stakeholders.
■ Prepara� on of records and documenta� on related to daily and 

annual enrollment, including the use of PowerSchool.
■ Contact and coordina� on with vendors to repair school and 

offi  ce equipment.
■ Interpre� ng and adherence to administra� ve guidelines 

provided by the Principal, Ministry and Trustees. 
■ Contact and coordina� on with fi re service and security service 

providers to assure monitoring and aler� ng systems are 
working correctly.

The Clerical du� es include:
■ Dra� ing documents for the Principal and school events.
■ Maintaining fi les to support the administra� on of the school.
■ Photocopying.

The Accoun� ng du� es include:
■ Coordina� on with accoun� ng offi  ce regarding rou� ne accounts 

payable processing.
■ Receiving vendor invoices (email and hardcopies), compiling 

and sending rou� ne payment batches to the accoun� ng offi  ce.
■ Maintaining fi les of invoices submi� ed for payment.
■ Responding to vendor inquiries and redirec� on to person 

accountable for resolu� on.
■ Being accountable for and reconciling pe� y cash.
■ Preparing and securing approval of purchase orders.

Associated du� es include:
■ Performing related du� es, as assigned, for the purpose of 

assuring the effi  cient and eff ec� ve func� oning of the school.
■ Maintaining confi den� ality; se�  ng priori� es and schedules to 

meet deadlines; working as part of a team; and working with 
constant interrup� ons.

Educa� on & Experience
■ The successful candidate will hold a BSSC cer� fi cate or 

equivalent secretarial/administra� ve course of one year 
dura� on and be able to demonstrate the ability to work in 
a computerized offi  ce environment using word processing, 
spreadsheets and related applica� ons.

■ The successful candidate will have a minimum of two years post 
qualifi ca� on experience undertaking complex administra� ve tasks.

Applica� on
Applica� ons should be emailed to the principal (Mrs. Gail Smith) 
@ gsmith1@moed.bm. Please include a current CV, le� er of 
applica� on, two le� ers of reference and any relevant cer� fi cates.

Applica� ons are due by:  Wednesday, July 3rd, 2019.


