BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION

TITLE:

Background Check Records Clerk II
GENERAL DESCRIPTION OF DUTIES:

Under general supervision, the purpose of this position is to perform district-based duties associated with coordinating specialized area of human resources functions.  Employees in this classification function in a specialist-type technical support capacity and perform a variety of duties including researching, using a database, and accessing the computer system.  This position also serves as an informational resource in this specialized area for FDLE and FBI Level II applicant and employee background screening.
QUALIFICATIONS:
1.  Graduation from a standard high school or equivalent




2.  Ability to calculate, compute, summate, and/or tabulate data and/or 


                  information and perform subsequent actions in relation to these 


                  computational operations

3.  Ability to exchange information for the purpose of obtaining 



      information or clarifying details and performs within policies, 

      
                   procedures, and standards

4. Ability to utilize a wide variety of reference and descriptive data and information

5. Ability to operate a computer to enter, retrieve, review, or modify data; utilizes word processing, database, and software programs

REPORTS TO:

Director of Human Resources
SUPERVISES:

POSITION GOAL:
To work with the Director of Human Resources to assist current and potential employees comply with Florida Statute regarding background check information to ensure smooth and efficient departmental operation
PERFORMANCE RESPONSIBILITIES:

1. Coordinates, manages and performs the Level II background checks for applicants and employees as required by Florida Statute

2. Acts as liaison between the District and FLDOE/FDLE regarding the maintenance of the electronic fingerprint process

3. Monitors the storage and retrieval of background check records

4. Sets up and maintains the filing of all personnel records

5. Prepares correspondence regarding employment clearance and prepares identification badges for district employees

6. Establishes filing system and is responsible for the complete maintenance of small files which would include responsibility for accurate filing and retrieval of materials

7. Assists in the preparation and maintenance of departmental records

8. Develops and maintains appropriate recording keeping systems

9. Performs customer service functions; processes walk-in requests immediately in a professional and courteous manner

10. Maintains strict confidentiality of accessible information

11. Performs other related duties as assigned by Director of Human Resources and other incidental tasks consistent with the goal and responsibilities of this position

TERMS OF EMPLOYMENT:
12 months.  Paygrade as established by the School Board in Salary

Schedule 3                            


EVALUATION:         Performance evaluated annually by position supervisor in accordance with School Board Policy

      Adopted by the Bay District School Board on May 25, 2005
