
St. Cecilia School
San Francisco, California

Administrative Assistant to the Principal

Job Summary
St. Cecilia School is a vibrant Catholic school in the Archdiocese of San Francisco. The school
is dedicated to fulfilling its mission of a rich tradition of ensuring the highest level of learning
through faith and excellence in education.

The position of Administrative Assistant reports to the Principal. Under the direction of the
Principal, the Administrative Assistant provides a wide variety of confidential administrative
support, manages the day to day office operations, and is responsible for performing
administrative tasks to support and assist school leadership.

The ideal candidate will implement the St. Cecilia School mission and philosophy, will follow the
policies of the Archdiocese of San Francisco Employee Handbook, the school’s student-parent
handbook and adheres to the directives set by school administration.

The ideal candidate will have the skills necessary to perform the job duties, have excellent
written and verbal communication skills, and be able to work collaboratively with both internal
colleagues, parish staff and school families in a considerate and respectful manner.

Position Description
Job Title: Administrative Assistant
Date: January 18, 2022
Category: Non-Exempt
Position Status: Full-time, Monday through Friday
Salary: commensurate with experience
Supervisor: Principal
Position Available Immediately

Job Summary: As a member of the Principal’s staff, the Administrative Assistant provides the
day to day operations of the office, performs administrative tasks and provides day to day fiscal
and operational services, oversees the management of the Smart Tuition, LLC program,
financial tracking of school operations, ensures internal control for school funds.

Essential Duties and Responsibilities

● Perform complex and confidential administrative duties as directed by the principal
● Perform all general administrative duties supporting daily operations of school which

includes: oversight for managing educational materials, issuing student/parent forms,
updating and managing oversight for staff and student handbooks, update and prepare
distribution of all student/family communications

● Liaison between copier lease company and management regular service calls



● In collaboration with the Assistant Principal, oversee the school student database,
Schoolspeak and Constant Contact communication

● Oversee and administer the Smart Tuition, LLC Management Program for families and
school leadership. First point of contact for families maintaining their fiscal responsibility.
Maintain annual family school contracts.

● Receipt of funds in both cash and checks, recording and timely deposit of receipts at
local bank

● Process, code and issue checks for the school account payable items, including tracking
of payments made automatically

● Receipt of donor gifts, record information for Principal
● Work with Principal and Parish Financial Consultant Service for receiving and reviewing

monthly financials, profit and loss statement, balance sheet and any other subsidiary
account reporting

● Knowledge of accrual vs. cash accounting
● Assistance in preparation of annual school budget
● Serve as onsite payroll and benefits administrator. Manage ADP Workforce website,

processing of payroll, and address employee questions
● Manage RETA Trust Website, address employee questions, facilitate open enrollment
● Oversee Extended Care Director’s responsibility for billing through Smart Tuition, LLC
● Maintenance of personnel records, including onboarding of new employees and any

other related diocesan offered benefits, as well as employee leave and termination
● Prepare educator contracts
● Administrator for VIRTUS online platform, HCSO (Healthcare Security Ordinance, San

Francisco), Worker’s Compensation

Required Skills

● Strong knowledge of Quickbooks accounting software and accounting procedures
● Ability to effectively communicate with staff and parents verbally and in writing
● Knowledge and operation of modern office technology and use of Excel, Microsoft

products
● Ability to function effectively under frequent interruptions, deadlines, unexpected events
● Ability to work independently with little direction
● Ability to be discreet and professional when handling confidential information
● Public relations techniques
● Interpersonal skills using tact, patience and courtesy
● Read, interpret, apply and explain rules, regulations, policies and procedures
● Compose correspondence and written materials independently

Preferred Experience
● Five years of experience working with a professional or office environment
● Five years of bookkeeping or accounting experience



Physical Demands and Work Conditions
● Using a mouse and keyboard for an extended period of time
● Requires ability to sit for an extended period of time with intermittent and occasional

walking, standing, bending and squatting

To Apply, please send cover letter, and resume to lheld@stceciliaschool.org or
Laura M. Held, Principal

St. Cecilia School
660 Vicente Street

San Francisco, CA 94116

The Archdiocese of San Francisco adheres to the following policy: “All school staff of Catholic
Schools of the Archdiocese of San Francisco shall be employed without regard to race, color,
sex, ethnic or national origin and will consider for emploment, qualified applicants with criminal
histories”.

mailto:lheld@stceciliaschool.org

