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BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION
TITLE:     CLERK II 
QUALIFICATIONS:
1. Standard High School diploma or GED
2. Ability to use word processing and computer.


 PHYSICAL REQUIREMENTS:   Light
REPORTS TO: As assigned by Bay District Organizational Structure.
SUPERVISES: As assigned by Bay District Organizational Structure.
PERFORMANCE RESPONSIBILITIES:

1.
Performs routine clerical duties such as filing, copying, etc.

2.
Maintains simple filing systems; assembles, labels, and prepares materials for filing.

3.
Receives, opens, dates, stamps, and distributes routine incoming mail; sorts and stamps outgoing correspondence;  addresses envelopes and packages; prepares printed matter and other material for mailing.

4.
Assists in requisitioning and checking materials and supplies, assists with property control, performs minor record keeping duties.

5.
Types from copy and duplicates materials on various equipment, as required.

6.
Assists at information desk, when necessary, receiving and referring visitors, taking telephone calls and messages, supplying routine information upon request.

7.
Files, sorts, grades, verifies, or pulls from files routine correspondence, maps, reports, forms, purchase orders, case records, statistical records, tests, form letters, invoices and other routine material by name, number, alphabet, date or other prescribed procedure.

8.
Performs other related duties as assigned by a supervisor or designee.

TERMS OF EMPLOYMENT:

1. Successful completion of State and Federal Background check is required for employment.
2. Time varies with position assignment.  Paygrade as established by the School Board in Current Salary Schedule.

EVALUATION: Performance evaluated annually in accordance with School Board Policy.
___________________________________

Date:    September 26, 2007
      Reviewed by Dept. of Human Resources

         Adopted by Bay District School Board

Bay District Schools is an Equal Opportunity Employer
Light Work: Exerting up to 25 pounds of force occasionally and/or up to 15 pounds of force as frequently as needed to move objects.


Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently and/or up to 10 pounds of force as needed to move objects.


Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently and/or up to 20 pounds of force as needed to move objects.








