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Position: Administrative Assistant 
Position Type: Full-time (8 hours Monday through Friday) 
Status:  Non-exempt 
Supervisor: Mariella Robledo, Principal 

 
History 

Escuela de Guadalupe is a private, Catholic dual-language PK-8th grade school of excellence in 
Denver. Our school was founded by a culturally rich community which fully intends to provide 
children an affordable option for quality private education and a commitment to prepare 
students for graduation from college-prep high schools. At Escuela de Guadalupe, the spiritual, 
culturally relevant and compassionate environment supports the healthy development of each 
child while we are able to achieve high academic expectations and an intellectually rigorous 
curriculum.  
 

Qualifications 

1. Proficient in basic computer skills (Word, Excel, Power Point, Google docs, Outlook, etc.) 
2. Excellent spoken and written language/communication skills in both English and Spanish 

with the ability to translate verbally and in writing. 
3. Authentic support of culturally rich and linguistically diverse learning communities 
4. Extensive administrative experience 
5. Professional demeanor  
6. Ability to adapt to changing environments 

 
Responsibilities 

Supports the principal with administrative tasks, including arrangement for teacher substitutes  
and setting up for various functions. Provides administrative services for a diverse group of 
constituents including students, staff, current and prospective parents, current and prospective 
donors, vendors and the community at large, either in person or via email or fax.  Manages the 
school’s lunch and attendance programs.  Orders supplies and materials for the staff and 
faculty.  Other duties as assigned. 
 

Benefits include a competitive pay scale, medical and dental coverage, retirement plan, 
personal days, holidays and paid vacation. 
Salary Range: From $33,280 to 35,000 

For more information or to apply, please contact Mariella Robledo, Principal, at: 
mariella_robledo@escuelaguadalupe.org as soon as possible. Interviews will take place until 
position is filled. Applications should include a letter of interest, resume and references. 


