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Position

Support Specialist

Position Type
This is a 12-month, full-time, administrative support position at a non-public school. 
Work Environment
This position operates within a professional educational setting serving children with communicative disorders and their families.
Essential Duties and Responsibilities

· Greets all visitors

· Answers telephone; screens and directs calls

· Permits entrance from Flag Chapel Road onto campus

· Records late arrivals & late dismissals for submission to Office Manager

· Assists with file organization and storage

· Prepares email distribution list for student/family annually
· Emails evaluation packets (case history/permission forms, etc)

· Maintains Magnolia Speech School master calendar

· Prepares and emails Magnolia Speech School weekly calendar

· Orders and distributes educational supplies, office supplies, janitorial supplies, assessments, therapy materials, and other approved purchases

· Prepares classroom school supply lists

· Tracks spending of Early Interventionists & Classroom Teachers

· Assists with the design of forms, flyers, signs, and labels

· Aids with daily processing of mail
· Assists with scheduling of assessments/evaluations and outpatient appointments

· Prepares and maintains outpatient files

· Confirms outpatient appointments via phone

· May provide administrative assistance to Development Team prior to or during events

· Maintains confidentiality in all situations

· Be available to Office Manager, Language Supervisor or Executive Director as needed
Qualifications
· 2–4 yr college degree preferred or 2 years’ experience in educational setting
· Personable, enjoys children – especially children with special needs
· Excellent written and verbal communication skills

· Experience and knowledge of Excel, Microsoft Office, Publisher, Adobe 
· Familiar with Donor Perfect of other donor database management system
