The   A – J   Guide to

Front Line Communication for 
Board / Superintendent Secretaries

A. Always remember you’re always on

B. Be an advocate for your Superintendent

C. Create trust through confidentiality

D. Display professionalism

E. Embody excellent customer service skills

F. Face situations with patience and calmness

G. Get organized

H. Handle media relations the right way the first time

I. Identify opportunities to support the Board

J. Know your district   
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