
Fairbanks Montessori School 
Administrative and School Wide Assistant  

 

Job Description: 
Fairbanks Montessori School is dedicated to providing the best possible education and care for 
our children. As a school, it is our mission to create an environment in which the following goals 
of a Montessori education may be met: 
 

1. awaken the child’s spirit and imagination 
2. encourage a normal desire for independence 
3. foster a high sense of self-esteem 
4. help develop in all children the qualities of kindness, courtesy and self-discipline 
5. teach children to observe, question and explore ideas independently 
6. help children master social skills and knowledge 

 
When accepting a position with Fairbanks Montessori School, the Administrative/School Wide 
Assistant agrees to aid the school in working toward these goals, and to collaborate with the 
staff in providing a nurturing environment. Administrative/School Wide Assistants facilitate the 
comprehensive development of all students by interacting positively, confidently and 
respectfully with all children families and staff members. 

 
Required Skills: 
Ability to multi-task, be a self starter,  highly motivated, hold a high school diploma with some 
college experience, computer competency, creative, highly energized, organized, good time 
management skills, and proper oral and written communication, dependable and a real team 
player, and the desire to foster children’s growth through positive interactions. 
 

Prefered Skills: 
Experience in bookkeeping, website and graphic design, early childhood or elementary 
education, and administrative assistance, fundraising and volunteer organization. 
 
 
School wide assistants are under the direct supervision of the Director and the Office 
Manager 
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Required Duties: 
 

A. Maintaining classroom ratio: 

First and foremost the School Wide Assistants position is to ensure the safety of our 
students. The assistant will be a substitute in the classroom whenever needed to fill the 
needs of classroom caregiver/student ratio. 

Room coverage at lunch/bathroom breaks and other times as needed. 

 
B. Executive Director’s Assistant: 

Research, compile, assimilate and prepare confidential and sensitive documents. 

Support development and maintenance of the Executive Director’s calendar and 

schedule. 

Website editing and maintenance. 

Update, create, and produce school signs, sandwich board, parent flyers/handouts 

Coordinate event planning such as fundraisers, parent nights, craft nights. 

Assist with the establishment, revision and maintenance of office procedures and 

policies. 

Establish and maintain various filing and records management systems. 

Operate standard office equipment. 

Assist the Office Manager with bookkeeping, QuickBooks, and payroll as needed. 

Other duties as assigned. 
 

 

In addition, classroom assistants agree to maintain cardio-pulmonary resuscitation (CPR) and 
basic first aid certification, know the school emergency procedures, and perform other duties 
not specifically stated as directed by the school’s Executive Director or Office Manager. 
 
All staff members are expected to dress and act in a respectable and professional manner. 
Remember, we are role models of grace and courtesy, of cleanliness and class. 
 
This is a part time position with compensation ranging from $13.50-$15.50 (based on 
experience. 
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