
May 22, 2015 
 

DE LA SALLE HIGH SCHOOL 
CONCORD, CALIFORNIA 

 

POSITION SEARCH 
 

ADMINISTRATIVE ASSISTANT TO THE PRINCIPAL 
July 1, 2015 Start Date 

 

 
 
De La Salle High School, established in 1965 and sponsored by the Brothers of the 
Christian Schools (De La Salle Christian Brothers) is a Catholic, Lasallian college 
preparatory school for boys providing a rich environment for spiritual, academic, 
and social growth.  Its rigorous program of studies is complemented by an extensive 
array of co-curricular programs.  The school’s atmosphere is one that is moral, 
caring, and joyful.  The school is located in the City of Concord, 25 miles east of San 
Francisco on a 20-acre campus characterized by beauty and openness.  
 
 The school seeks candidates for the position who can advance the school’s Catholic, 
Lasallian mission through exemplary work in support of the Office of the Principal.  
 

Position Responsibilities 
 

 Maintain open, helping relationships with faculty, staff, parents, and others 
who interact with the school. 

 Have and continually develop a professional and service-oriented approach 
in the discharge of the position duties. 

 Provide efficient services in support of the Office of the Principal. 
 Record and publish meeting minutes for the Principal’s Council and other 

groups. 
 Support will be provided, by direction of the Principal, to the Human 

Resources Manager, the Admissions Director, the School Webmaster, and 
others as circumstances require. 

 Serve as liaison between the Principal and the Parents’ Association, as well 
as the Brotherhood Boutique Program. 

 Develop and publish the school monthly newsletter. 
 Perform other duties as directed by the Principal. 

 
 



 
 

Candidate Profile 
 
The person who is appointed to serve as the Administrative Assistant to the 
Principal should be able to work in a fast-paced environment and interact in a 
pleasant, positive manner with a wide variety of people .   
 
Technology expertise (including competence in using Microsoft Word, Excel, 
calendar/scheduling programs, etc.), execution of effective office practices, strong 
communication skills, both written and spoken, and the proven ability to work 
collaboratively with others are critical components of the desirable candidate.   
 

Interested?  Capable? Eager? 
 
If so, please send a cover letter and resume by e-mail to Margaret Silva, Human 
Resources Manager, at: silvam@dlshs.org 
 
Review of applicants will begin on May 26, 2015 and continue until the position is 
filled.  Please visit the school website (www.dlshs.org) for more information about 
De La Salle.   
 
This full time, non-exempt position begins on July 1, 2015. Some duties occur 
outside the regular office hours schedule.   
 
De La Salle High School assures equal employment opportunity in all its employment policies and 
practices.  These policies and practices are administered without regard to race, color, national origin, 
ancestry, age, gender, political affiliation, veteran status, service membership, sexual orientation, or 
mental or physical disabilities not affecting one’s ability to perform the essential functions of one’s job 
or any other category protected by law. 
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