District Administrative Assistant--District Administrator/Board

The Seymour Community Schools are seeking a District level Administrative Assistant to support the work of the District Administrator and the School Board.  The ideal candidate will possess strong technology, communication, and interpersonal skills, and experience working in an environment that requires a high level of confidentiality, collaboration, and professionalism. 

Responsibilities include:  attending all Board meetings and keeping legal records of meetings and Board policies as required by statute; manage all aspects of Board elections and referenda; prepare federal, state, and local reports as needed for the district; facilitate communication and problem-solving of the building-level Administrative Assistants; support the District Administrator by creating documents, maintaining records and resources and assisting with preparations for meetings, projects, and events; and creating and managing district communications.

This is a full time, 12 month position with health, dental, life, and vision insurance, as well as inclusion in the Wisconsin Retirement System.

Interested candidates can apply through WECAN or Indeed by Monday, October 28th.  Questions should be directed to District Administrator Kellie Bohn.
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