Title:                  
School Clerk





       



Locator Code: 3.06a









Date:
11/2014
Reports To:       
Principal
Job Summary: 
· Maintains accurate student records and provides relevant information to administrators, staff, parents and stakeholders.  Supports the efficient functioning of the school by providing clerical assistance in a positive and organized manner.
Minimum Qualifications:   

· One year office training/experience 
· High school diploma or equivalent 

Knowledge, Skills and Abilities Required:
· Ability to follow oral and written instructions accurately and efficiently
· Ability to communicate effectively both orally and in writing

· Excellent customer service and problem solving skills

· Good working knowledge of Microsoft Office Suite
· Ability to work with others in a cooperative and flexible manner
· Ability to maintain confidentiality
· Ability to type 35+ wpm with fewer than 3 errors
· Good knowledge of grammar and composition
Preferred Qualifications:  
· Some post-secondary education 
· Previous experience in a public school setting 

Essential Functions:
· Answers phones using tact, discretion and courtesy

· Provides reception duties
· Assists students, teachers, administrators and other stakeholders

· Files

· Provides data entry—Infinite Campus

· Coordinates transportation requests/issues

· Communicates with parents

· Assists and documents substitute teachers

· Helps with nursing duties when required
· Handles all aspects of deliveries

· Handles cash and some accounting duties

· Handles attendance paperwork 

· Assists with fundraisers, drills, celebrations, testing and other events
· Provides assistance with all aspects of student records, scheduling/enrollment

Work Habits

· Observes assigned work hours.

· Maintains a pattern of prompt and regular attendance.

· Follows the daily schedule as prescribed.

· Adjusts to work assignments and /or schedule changes.

· Supports and follows system initiatives and procedures.
Mental/Physical requirements:

· Ability to hear and see (with correction) at levels to ensure accurate job performance
· Ability to stand, walk and sit—occasionally required to stoop, kneel, crouch or crawl
· Occasionally may need to lift or push up to 30 lbs.
· Ability to maintain emotional control under stress
Other Duties and Responsibilities:
· Performs other duties, responsibilities and tasks as assigned   

· Assists with school and extracurricular activity needs as required
Terms of Employment:
· Employment shall be for 12 months, consisting of
· 190 days for Elementary School Clerks
· 190 days for Middle School Clerks
· 200 days for Middle School Counselor’s Clerks

· 205 days for Middle School Record’s Clerks

· 190 days for High School Clerks

· 200 days for High School Attendance Clerks
· Salary shall be based on the Board approved salary schedule

Evaluation:
· Performance of this job will be evaluated in accordance with the provisions of the Board’s policy on evaluation of support services personnel

