
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: General Clerk
	PCN: School Specific
	DepartmentSchool: School Specific
	Location Address: School Specific
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Minimal
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: General knowledge of office practices and procedures
	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 07/01/2024
	Work Hours: 7:30
	JOB PURPOSE/REASON: To contribute to the overall efficient operations of the office by maintaining necessary and appropriate files for the department. Performs basic clerical duties.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: N/A
	Text16: 
	Text17: 
	Text18: 1. Classifies, sorts and files correspondence and other data;
2. Operates office machines such as copiers, computers and fax machines;
3. Collates and assembles printed matter;
4. Maintains files;
5. Answers telephones and takes messages;
6. Sorts, distributes and delivers mail and other documents; and
7. Performs other job related duties as assigned by the supervisor. 
	Text19: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Ability to sit for extended periods of time. Ability to stand or bend. Work is performed in a normal heated or air-conditioned office environment. Exerting up to 50 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the time.

Must be able to handle a fast-paced, high-volume environment and make time-sensitive decisions when working on a daily basis. Must be able to meet deadlines and be flexible to daily routines.
	Position  of days: 222
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: A13
	Reports toTitle only: Principal
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Respond to inquiries pertaining to attendance policies and procedures. Assist in attendance reporting. 

2. Assist with inputting attendance into PowerSchool, ensuring student absences are coded correctly. Record attendance for students who are dismissed early in the school day.

3. Assist school administrator teams with various administrative/clerical needs.

4. Monitor hallways, ensure students are safe during transition and that they get to class on time.

5. Maintain all the permanent student records to include active files, inactive files, and graduates.

6. Greet and assist all visitors and parents and ensure they are signed into Raptor.

	Work Hours2: 4:00
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




