
 

 

 

Middle Division Administrative Assistant 
 

St. John’s Episcopal School seeks an accomplished and innovative Middle Division 

Administrative Assistant. 

Located in Rancho Santa Margarita in southern Orange County, St. John’s Episcopal School 

serves over 430 children in nursery through 8th grade. The school was founded in 1988 and 

operates under the auspices of the Episcopal Diocese of Los Angeles. In accordance with the 

tradition of Episcopal education, St. John’s students are well prepared for secondary education 

and the challenges of navigating an increasingly complex and diverse world. All programs are 

designed “to encourage our students to pursue lives of service and purpose.” 

The School has a fully developed STEAM approach to teaching and learning and is recognized 

as highly innovative. Recent facility enhancements such as the Johnson STEAM Center 

(opened fall 2016), a production studio (opened fall 2017), and a new Learning Commons 

(coming fall 2018) provide cutting edge teaching spaces. 

St. John’s Episcopal School is an Equal Opportunity Employer. It is fully accredited by the 

California Association of Independent Schools and the Commission on Schools of the Episcopal 

Church in the Diocese of Los Angeles and is a member of the California Association of 

Independent Schools, the National Association of Episcopal Schools, and the National 

Association of Independent Schools. 

Basic Function 

Position: 12-month, full-time, non-exempt with benefits 
Reports to: Middle Division Principal 
Compensation: based upon experience 
Start: July 1, 2018 
 

The candidate will work directly in an administrative support role to the Principal. The position 

also provides general division office support as assigned/needed. 

Major Responsibilities 

• Set appointments for the Principal and coordinate his calendar 

• Oversee division calendar 

• Digitally create, maintain, and distribute a variety of materials 



• Create, maintain, and update budget for the division 

• Point person for working with vendors 

• Process and record all invoices, purchase orders, requisitions, and check requests 

• Create and type class lists and schedules 

• Maintain confidential student files 

Experience/Qualifications 

The ideal candidate will have the following experience: 

• A degree from an accredited college or university, or technical school; three years of 
related experience and/or training; or equivalent combination of education and 
experience 

• Experience in a busy and dynamic office environment 

• A high level of proficiency with technology to accomplish efficiency and coordination 
tasks (e.g. Google Docs, Office 365, Word, Excel, Access, Mac, PC, etc.) 

 

Personal Qualities 

The ideal candidate will embody the following personal qualities: 

• The highest standards of professionalism, integrity, and confidentiality 

• A strong work ethic with flexible, open-minded approach to tasks 

• The ability to effectively multitask and maintain a positive, friendly demeanor 

• A growth-mindset 

• A detail-oriented approach and highest commitment to accuracy in all areas 

• Strong interpersonal and communication skills to navigate between various school 
constituencies 

• Strong organizational skills to balance the competing demands of the position 
 

How to Apply 

Qualified applicants should send a cover letter and resume to jjordan@stjohns-es.org. 
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