
 

 

 

 

 

 

 

 
 

Learning For All...Whatever It Takes 

 
61682 Dailey Road 

Cassopolis, Ml  49031 -9648 

Fax (269) 445-2981 

Brookside Fax (269) 445-6253 

North Pointe Fax (269) 390-5061 

Transportation Fax (269) 445-0946 
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HERITAGE SOUTHWEST INTERMEDIATE SCHOOL DISTRICT 

JOB DESCRIPTION 
 

 

TITLE: 

QUALIFICATIONS: 

 

 

 

 

 

 
REPORTS TO: 

 

 

 
SUMMARY: 

 

 

 

 

 
START DATE: 

 
WAGE and BENEFITS: 

Full time-Receptionist/Administrative Assistant 

 
1. Associate Degree or higher preferred. 

2. Professional experience and educational background that demonstrates competency of secretarial 

and administrative duties such as management of data and data systems, creation of memos and other 

communications, and the ability to independently problem solve. 

3. Competency and experience with Google Drive/Docs. 

4. Such alternatives to the above qualifications as the Board of Education may find appropriate and 

acceptable. 

 
Director of Instructional Leadership and School Improvement 

Director of CTE and Post Secondary Options 

Director of Special Education 

 
To assist Heritage Southwest ISD and its administrators to assure a smooth and efficient operation of 

the Administrative Service Center at Heritage Southwest ISD. The position requires direct contact 

with various departments, local districts, and community agencies, and community members to 

produce a positive impact on the various educational programs and related services for students 

throughout the local school districts of Cass County. 

 
Immediately 

 
$14.56 per hour, 8 hours day, 210 days per year 

Single - Health, Dental, and Vision Insurance 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 
1. Perform the usual office routines and practices associated with a professional and efficient department. 

2. Maintain and store county wide documentation as required by law. 

3. Responsible for the coordination and submission of department specific data required by the Michigan Department of Education; 

work with local districts to coordinate and ensure accuracy of reporting. 

4. Attend any training associated with data systems for each department. 

5. Serve as a contact for ISD data systems for Instructional Services department and CTE departments. 

6. Process postings of open positions within various departments by submitting advertisements in local media; developing mailing 

lists of professional groups and universities; and posting at online sites. 

7. Evaluate qualifications of applicants; compile details on the same and sched ule interviews of appropriately certified candidates. 

8. Schedule, send reminders, arrange room set up, and maintain documentation from all regularly scheduled county-wide meetings 

and professional learning sessions chaired by the assigned Directors. 

9. Coordinate, schedule and maintain a record of the appointments of the assigned Directors. 

10. Assist the assigned Directors in the completion of all Grant reports and other required documents. 

11. Assist and/o r create correspondence to outside agencies, stakeholders, administrators, staff, and parents. 

12. Process and expedite orders of supplies and materials as specified on requisitions and maintain documentation for credit card 

purchasing. 

13. Facilitate communication and documentation for professional development activities, including: creating flyers, maintaining 

attendance records, sending emails to participants, and facilitating registration. 

14. Maintain Google calendars, forms, and folders in Google D rive. 

15. Manage ISD Facebook page 

16. Create a quarterly ISD electronic newsletter. 

http://www.hsisd.org/


OTHER SKILLS AND ABILITIES: 

 
1. Self-motivated and highly organized. 

2. Conduct daily activities in a professional manner. 

3. Ability to communicate effectively including listening and writing. 

4. Work in a team oriented fashion. 

5. Ability to problem solve. 

6. Display willingness to support and make decisions with sound judgment in a timely manner. 

7. Ability to read, analyze and interpret data. 

8. Maintain confidentiality. 

9. Adapt to frequent changes in the work environment. 

10. Use equipment and materials efficiently. 

11. Practice safe work habits. 

 
PHYSICAL DEMANDS: 

 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee is 

frequently required to reach with arms and hands, stand, walk and sit. The employee must frequently lift and/or move up to ten pounds 

and occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, depth perception 

and ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The noise level in the work environment is generally quiet but distractions can be frequent due to building traffic. 

 

 

 

 

APPLICATION: Applications will be reviewed upon arrival and should therefore be submitted as soon as possible. 

If interested, please apply at: www.applitrack.com/lewiscass/onlineapp 

 

 

 

 
Deadline for application: Until Filled. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
We exist to promote the growth and wellbeing of the children of Cass County by meeting the unique needs of our local 

school districts, families, and community 

http://www.applitrack.com/lewiscass/onlineapp

