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	BISHOP MCGUINNESS CATHOLIC HIGH SCHOOL IS LOOKING FOR AN ADMINISTRATIVE ASSISTANT TO THE PRESIDENT
	Bishop McGuinness Catholic High School is seeking a qualified and experienced administrative assistant to join our team. The assistant is responsible for providing comprehensive administrative support to the school’s administration, faculty, staff, and student and parent communities. The role requires strong organizational skills, attention to detail, proficiency in office software, and the ability to handle confidential information with discretion. The ideal candidate will possess excellent interpersonal skills, a commitment to the school's mission and values, and the ability to work collaboratively in a dynamic educational environment.
	The administrative assistant reports directly to the president. This is a 12.0-month, non-exempt/hourly position that may require occasional evening and weekend hours [40 hrs./wk. during school year & up to 30 hrs./wk. during summer months]


