School District of Santa Rosa County

Job Description

Program Assistant I
	Reports to:  Marine Science Instructor
	FLSA Status:  Non-Exempt

	Department:  Schools
	Prepared by:  Human Resources

	Date:  July 24, 2014
	Job Code:  15010

	Position #:  50201
	Range:  11


Principal Duties and Responsibilities (Essential Functions):
Essential functions are fundamental job duties. They do not include marginal tasks that are also performed but are incidental to the primary functions. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position, nor does every position allocated to the class necessarily perform every duty listed. Personal characteristics required of all employees such as honesty, industry, sobriety and the ability to get along with others, are presumed qualities and may not be listed specifically. 

· Assist the teacher of the Navarre Beach Marine Science Station with: networking, fundraising, budget reporting, monitoring of expenditures, creation of marketing tools and press releases, working within the guidelines of a non-profit and any other tasks that the Director requires. 

· Establish lines of communication between Santa Rosa County and the Santa Rosa County School District, so that the Station follows proper procedures re: daily operations, reports, fundraising and budgeting. Attend meetings and give presentations on behalf of the Station when required. 

· Establish and maintain a reporting system to inform all necessary parties of station activities. 

· Assist in developing marketing materials and presentations for the Station. 

· Maintain records for the retrieval of information. 

· Maintain confidentiality of discussions and records. 

· Provide exemplary customer service in the application of interpersonal skills. 

· Diligently oversee compliance with non-profit organization rules and regulations. 

· Assist with student transportation when necessary. 

· Perform other incidental tasks consistent with the goals and objectives of the Navarre Beach Marine Science Station. 
Supervision Received:

Director, Navarre Beach Marine Science Station
Supervision Exercised:

N/A
Minimum Qualifications & Skills Required: 

· Minimum of 5 years experience in setting up and running a business. 
· Minimum of  3 years experience in non-profit agencies. 

· Minimum of  5 years experience in marketing and public relations work in the public sector. 

· Graduation from high school or GED 

Preferred:

N/A
Physical Demands:

Light work: exerting up to twenty pounds of force as frequently as needed to move objects. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
Terms of Employment:
Limited – Grant Funded
Part-time not to exceed 17 hours per week

No Benefits

Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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