
Job Title: Grammar School Admin Assistant

Reports to: Grammar School Head

Supervises: None

Character Qualities
● Personal faith in Jesus Christ defines and informs all aspects of life
● Remains in good standing with a local church
● Consistently models humility, grace, strength of character, and the fruit of the Spirit
● Intentionally pursues community and develops genuine relationships with students,

parents, and staff
● Seeks ongoing personal development
● Maintains a personal appearance that is professional and modest

Relational Qualities
● Possesses good people skills and communicates effectively using acceptable English in

written and oral communication; speaks with clear articulation
● Respectfully submits and is loyal to constituted authority
● Has the ability to delegate and follow-up
● Consistently gives and receives feedback
● Is able to diffuse difficult situations, solve problems, and respect confidentiality
● Visible on campus and at school activities; recognizes the sensitive nature of his/her

presence
● Acts objectively when own children are attending VPA

Role Specific Responsibilities

● Attendance - oversight of class attendance in RenWeb
● Documents - creating, formatting, updating, editing - Home Assignment Sheet

templates, Recitation Sheets, Recitation / Narration Assessments, Books of
Remembering, Report Cards, Co-Teacher Manuals, Class List spreadsheets, etc.

● Google Drive - management of Google Drive folders for each class / teacher for
various things, such as lesson plans, recitation sheets, report cards

● Grades - set-up and oversight of RenWeb gradebooks for each class
● Purchasing - ordering and submission of receipts for all supplies and curriculum
● Staff Events - coordination and execution of staff event logistics and catering, staff

training meals, provision of necessary supplies and materials for training, attendance
and assistance at teacher trainings, Meet the Teacher, monthly staff meetings

● Google Calendar - oversight of Master Internal Calendar, Room Reservation Calendar,
GS Head Calendar, scheduling of meetings, conferences, dyslexia pullouts, etc.

● Substitutes - management of Substitute Group Me, booking subs for various needs,
coordination of parent volunteers for lunch / recess duty



● Websites / Google Classroom / Google Forms - creation of summer packet website
and family education week website, organization of the All Family Google Classroom
and Safeshare website for digital content, creation of Google forms for a variety of
purposes, point-of-contact for teacher questions regarding scheduling, documents, etc.

● Parent-Teacher Conferences - coordination of substitute teachers, room assignments,
parent sign-ups, and communication of details to teachers

● Uniforms - point-of-contact for uniform questions, liaison with the school’s Lands’ End
rep, communication to students and parents of uniform violations via Google forms

● Chapel Encouragements / Buddies - management of multi-year encouragement
schedule spreadsheet, creation of weekly chapel encouragement schedule, and
communication with parents regarding encouragements, creation / coordination of
Buddies List

● Field Trips - oversight of each field trips’ details, coordination between teachers and
front office

● Acadience Reading Assessments and Data Management - facilitation of student
assessments, data entry of all scores, management of the school’s Acadience System,
generation of reports for teachers and parents

● Student School Supplies - coordination with 3rd party company to order yearly school
supplies, collection and normalization of teacher requests, ordering and distribution
across the school to all students

● Lunch Duty / Covering for Others - miscellaneous help as needed: hot lunch
distribution, car line, various GS Head responsibilities when absent, etc.

● Books / Curriculum / Library - staff point-of-contact with volunteers for maintenance
and running of school library, management of teacher curriculum library and online
library system

● Family Ministries - Provision of assistance to Director of Family Ministries as needed:
document / spreadsheet creation, miscellaneous tasks


