ARCHDIOCESE OF CINCINNATI
POSITION DESCRIPTION

POSITION TITLE: Administrative Assistant IV EFFECTIVE DATE: 1/2026

DEPARTMENT: Educational Services LEVEL:

POSITION SUMMARY:

Performs a wide variety of tasks and skills in support of school certification and the application
process for principals, educators, educational aides, substitute teachers and high school coaches,
works with the Resident Educator Program, tracks continuing education units, and other support for
the Catholic Schools Office.

CREDENTIALS AND EXPERIENCE:

This position requires a detail-oriented individual with excellent organizational skills, written, verbal
communication skills. It requires proficiency in Microsoft Office software, as well as an aptitude to
adapt and learn new software and technology skills.

REPORTS TO: Educational Services Office Coordinator
DUTIES AND RESPONSIBILITIES:

Receives general instruction. Sets priorities and procedures for accomplishing a wide variety of
work:

1.* Supports certification for educators, educational aides, substitute teachers, and high school
coaches by maintaining a database of pre-requisite requirements for licensure and
e-signing approval for applicants meeting all requirements.

2.* Prepares Resident Educator Program data for orientation meetings, binder with
Resident Educator information, website for resident educators and mentors, and year-end
compilation of final reports.

3.* Tracks educator compliance for renewal by reviewing and verifying continuing education
meeting reports.

4.* Maintains web pages pertaining to licensure, continuing education units, and the Resident
Educator Program.

5.% Monitors and enters continuing education units in a database for all educators.

6.* Collaborates with the Office of Safe Environment to monitor fingerprint results and answer
questions as needed.

7.* Provides support for various events throughout the archdiocese with booking venues,
ordering food, and guest registration support.

8.% Supports various tasks and projects related to curriculum, assessment, and leadership
programs.

9. General office duties, as needed.

10. Attends archdiocesan principal meetings, licensure meetings, and other meetings and
events as required by the Office Manager or Deputy Superintendents.




MINIMUM REQUIREMENT/SKILLS:

1. Knowledge of modern office procedures and methods.

2. Advanced knowledge of MS Office including Word, Excel, Access, PowerPoint and Outlook.

3. Ability to establish priorities, work independently and proceed with objectives without
supervision.

4. Ability to handle and resolve recurring problems.

SUPERVISION RECEIVED:

Works under the direction of Office Coordinator for the Department of Educational Services and the
Deputy Superintendent for Leadership & Licensure.

SUPERVISION EXERCISED:
None

*DENOTES ESSENTIAL FUNCTIONS OF POSITION

TERMS OF EMPLOYMENT: Hourly - 7 hours per day 28 to 35 hours per week
12 months

ORGANIZATIONAL RESPONSIBILITY:

Employees of the Pastoral Center of the Archdiocese of Cincinnati will have knowledge of the
Catholic faith, a willingness to work for a Catholic, faith-based agency and adhere to the policies of
the Archdiocese of Cincinnati. Employees will not publicly oppose the teachings of the Catholic faith
nor publicly advocate for any position in conflict with Catholic teaching, or the specific positions of
the Archdiocese of Cincinnati or the United States Conference of Catholic Bishops. This requirement
includes any public speech, demonstration or writing including the use of social media or other
digital technologies.

Employee Signature Printed Name Date

Supervisor Signature Printed Name Date




