
GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 

 

JOB TITLE: ADMINISTRATIVE ASSISTANT 

CTE DEPARTMENT 

 

 

GENERAL STATEMENT OF JOB 

 
Under general supervision, performs technical accounting and bookkeeping, including inventory 

management. Work also involves updating and maintaining spreadsheets for purchase orders and 

inventory. Employee is also responsible for tagging CTE equipment with bar coded fixed asset/federal 

equipment tags and maintaining CTE equipment site files. Employee will work closely with vendors to 

maintain pricing schedules, quotes, tracking order status for all CTE orders and resolving issues 

with orders that have been placed. Work includes typing and processing reports, management of CTE 

paper test requests for all CTE testing. Provides support to Executive Director of CTE, Director of 

Secondary Pathways, Director of CTE Business Partnerships, CTE Coordinators, and the Budget 

Technician. Reports directly to Executive Director of CTE.  

 

SPECIFIC DUTIES AND RESPONSIBLITIES 

 

ESSENTIAL JOB FUNCTIONS 

 

INVENTORY AND RECEIVING: 

 

Screens purchase order copies to identify items for classification of a fixed asset and/or federal 

inventory item. 

 

Mails, receives and processes the fixed asset/federal inventory control log for each designated 

asset/inventory item. 

 

Travels to site locations for on-site tagging of fixed asset/federal equipment for inventory 

tracking purposes. Also, will travel to sites to assist or complete physical inventory of assets. 

 

Maintains and updates the inventory system detailing all equipment owned by GCS CTE 

teachers in high schools and middle schools.  

 

Maintains and updates the inventory system detailing all computer labs by GCS CTE teachers in 

high schools and middle schools.  

 

Maintains files of all CTE fixed asset acquisitions, adjustments, changes, transfers, and retired 

assets. 

 

Performs and verifies data entry of acquisitions and other changes into the CTE inventory 

system. 
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Performs on-site inventory audits at various times throughout the school year at CTE high 

schools and middle schools. 

 

Prepares and reconciles year-end inventories for all CTE high school and middle school 

locations and makes necessary reporting adjustments in accordance with State of North Carolina 

and the Guilford County School System. 

Reviews/audits payments on vendor accounts processed by accounts payable. Verifies vendor 

information, invoice data and account codes. 

 

Prepares appropriate documents, including requisitions, quotes etc. for the purchase of materials, 

supplies and equipment according to applicable laws, rules, procedures and regulations of the 

State of North Carolina and the Guilford County School System 

Conducts inventory of software, hardware, school and classroom documentation as required. 

Works closely with vendors to maintain pricing schedules, quotes and tracking order status for 

all CTE orders and resolving issues with any CTE order through communication with venders.  

Receives, inspects for accuracy with purchase order, and prepares all documentation of incoming 

orders for distribution to offices and all CTE high school and middle school sites.  

Archives five years prior purchase orders for purposes of record keeping, inventory queries, 

warranty information or any inquiries that develop.  

TESTING: 

Receives, prepares and inventories paper tests for safe storage in testing area. 

Manages paper tests request from schools and their return to CTE testing headquarters. 

Maintains secure testing documents including organizing, filing, and or shredding of testing 

documents and materials. 

Prepares paperwork and testing materials to send into state for results. 

WORK BASED LEARNING: 

Organizes, maintains, and consolidates contact list for all central office CTE business contacts. 

Works directly with Guilford Apprenticeship Partners (GAP) using spreadsheets to update and 

provide student information as student applicants go through the GAP process. 

Maintains and updates required work-based learning documentation for all CTE students and 

work-based learning activities in Guilford County Schools. 

Point of contact to resolve transportation issues for CTE GAP field trips and assist in processing 

bus requests. 
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EXECUTIVE DIRECTOR ASSISTANCE: 

Prepares documents and information for career events, business partnership meetings and other 

events. 

Receives telephone calls and visitors; facilitates problem solving, gives out detailed information 

regarding department activities and programs; refers calls or visitors to appropriate officials 

Writes, edits, prepares, or coordinates the preparation of correspondence, reports, charts, graphs, 

and other printed materials; researches content items for precedents, correctness of presentation 

and applicability.  

Composes responses to incoming correspondence and composes letters (i.e. thankyous etc.) and 

memorandums for the supervisor's review. 

DIRECTOR, SECONDARY PATHWAYS ASSISTANCE: 

Maintains and updates records for Civil Rights Audit for compliance. 

Maintains and updates file system for all CTE teacher licensure and credentials. 

Manages telephone calls and visitors; facilitates problem solving, gives out detailed information 

regarding department activities and programs; refers calls or visitors to appropriate officials. 

Maintains and organizes files for CTE Exam and roster data. 

DIRECTOR, BUSINESS PARTNERSHIPS:  

Maintains Certified Nursing Assistant (CNA) exam results and tracking proficiency rate for the 

Guilford County Schools. 

Organizes vouchers for Certified Nursing Assistant exams for student certification for all 

candidates in Guilford County Schools. 

Assists with scheduling for TB testing for all appropriate students in Guilford County Schools. In 

addition, maintain and organize TB testing paperwork and forwarding appropriate documents to 

Cone Health System. 

GENERAL: 

Effective communication skills and supports the needs and requests of diverse stakeholders. 

Reviews, writes, edits, prepares correspondence and or records with necessary parties.  

Screens and routes materials according to content of communication. 

Processes information using a variety of computer driven word processing, spread sheets and file 

maintenance programs. 

Manages multiple projects simultaneously, exercising strong skills to complete them by specific 

deadlines.  
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ADDITIONAL JOB FUNCTIONS  

Performs other related work as required 

 

MINIMUM TRAINING AND EXPERIENCE 

Associate degree in accounting, business administration or 8-10 years’ experience in bookkeeping, 

basic accounting, inventory control work involving computer spreadsheet applications and 

analysis or any equivalent combination of training and experience that provides the required 

knowledge, skills, and abilities. 

 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM 

ESSENTIAL JOB FUNCTIONS 

Physical Requirements: Must be able to exert up to 40 pounds of force frequently, and/or a 

negligible amount of force constantly to lift, carry, push, and pull or otherwise move objects, 

including the human body. Physical requirements are consistent with those for Medium Work. 

Must be physically able to operate a variety of automated office and warehouse machines 

including computers, typewriters, calculators, printers, copiers, dollies, hand trucks, bar code 

scanners, etc.  

Data Conception: Requires the ability to compare and/or judge the readily observable, 

functional, structural, or composite characteristics (whether similar to or divergent from obvious 

standards) of data, people or things. 

Interpersonal Communications: Requires the ability to speak and/or signal people to convey or 

exchange information. Includes receiving instructions, assignments, and/or directions from 

supervisors. 

Language Ability: Requires the ability to read correspondence, reports, forms, billing 

statements, invoices, financial statements, rosters, insurance forms, turnaround documents, etc.  

Intelligence: Requires the ability to apply rational systems to solve practical problems and deal 

with a variety of concrete variables in situations where only limited standardization exists; to 

interpret a variety of instructions furnished in oral, written, diagrammatic or schedule form. 

Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, 

to follow oral and written instructions, and to understand accounting terms. Must be able to 

communicate effectively and efficiently in Standard English and government terminology. 

Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract 

totals; to multiply and divide; to determine percentages and decimals. 

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width, and 

shape. 
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Motor Coordination: Requires the ability to coordinate hands and eyes rapidly and accurately 

in using automated office equipment. 

Manual Dexterity: Requires the ability to handle a variety of items. Must have minimal levels 

of eye/hand/foot coordination. 

Interpersonal Temperament: Requires the ability to deal with people beyond giving and 

receiving instructions. Must be adaptable to performing under minimal levels of stress and when 

confronted with persons acting under stress.  

Physical Communication: Requires the ability to talk and hear: (Talking: expressing or 

exchanging ideas by means of spoken words. Hearing: perceiving nature of sounds by ear). Must 

be able to communicate via telephone. 

 

KNOWLEDGE, SKILLS AND ABILITIES 

Considerable knowledge of the ordering and receiving process. 

Considerable knowledge of fixed asset processing and bookkeeping practices. 

Considerable knowledge of CTE Testing and procedures. 

Working knowledge of inventory control processes. 

Ability to use AS400 accounting system to review and verify information. 

Ability to work independently with little guidance. 

Ability to maintain confidential information. 

Ability to interact and deal with the public in a professional manner. 

Ability to generate correspondence and report independently. 

Ability to operate all office machines. 

Ability to follow oral and written instructions. 

Ability to generate correspondence and reports independently 

Ability to respond to questions based on considerable knowledge of the department. 

 

Ability to exercise tact, courtesy, and firmness in frequent contact with school personnel and the 

public. 

Ability to establish and maintain effective working relationships as necessitated by work 

assignments. 
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DISCLAIMER 

The preceding job description has been designed to indicate the general nature and level of work 

performed by employees within this classification. It is not designed to contain or be interpreted 

as a comprehensive inventory of all duties, responsibilities, and qualifications required of 

employees to this job. 

 

 

 

 

 


