
 

 
Central States Conference has an employment opportunity at V. Lindsay SDA School located in 
Kansas City, Kansas for a part-time (25 hours per week) Administrative Assistant. Our school is 
located on the campus of the Central States Conference and currently serves 29 students. 
 
Reception 

 Interacting with visitors to the office and answering telephone calls and e-mails in a 
friendly and professional manner 

 Presenting a professional image in dress and grooming during office hours 

 Maintaining the office in an attractive and professional manner at all times 
 

General Office Responsibilities 

 Maintaining the school calendar to reflect all scheduled events 

 Filing important correspondence and records and maintaining a standardized and 
efficient filing system 

 Assisting with correspondence as necessary, including mailing needs  

 Managing incoming mail each workday and regularly checking e-mail 

 Providing staff with office assistance as needed  

 Keeping office supplies stocked and well-organized 

 Managing petty cash and providing accounting of petty cash use to treasurer, if 
requested 

 Providing treasurer with all invoices, bills, and other treasury-related items in a timely 
manner 

 Maintaining general bulletin board to ensure that appropriate notices are posted and old 
notices are removed 

 Editing, posting, and/or updating information on the school’s website as necessary 

 All other duties as assigned 
 

Other 

 Be a member in good standing in the Seventh-day Adventist Church  

 Maintaining strict confidentially of all school matters 
 

Qualifications and Requirements 

 Education/Experience—A high school diploma or equivalent is required and two or more 
years of college are preferred. Prior experience with office management or secretarial 
duties is preferred 

 Has a general knowledge of or be willing to train in RENWEB (Student record database) 

 Skills—Be familiar with and able to use computers, standard computer software, and 
standard office equipment.  

 Demonstrate a helpful and positive attitude towards all staff, parents and the general 
public 

 
Please email a resume and references to Jessica Jacob at jjacobs@central-states.org. 
 


