TITLE:



CLERK  I

QUALIFICATIONS:
1.
Graduation from a standard high school or equivalent.

2.
One year of general clerical experience preferred but not absolutely 



necessary.


3.
Minimal typing skills.

REPORTS TO: 

Supervisor or administrator having jurisdiction over the department where               employed.

SUPERVISES:

REPORTS TO:

PERFORMANCE RESPONSIBILITIES:

1.
Codes, classifies, posts, and consolidates information for reports;  checks for required forms, 
documents and number of copies.

2.
Establishes, maintains, or revises the order and nomenclature of file folders, drawers, and cabinets for a variety of files.

3.
Files, sorts, grades, verifies, and removes from files, cards, correspondence, maps, reports, vital 
statistic forms, claims forms, purchase orders, case records, statistical records tests, form letters,        

invoices, and other routine material by name, number, alphabet, date, county, district, group, 
code, or other prescribed procedure.

4.
Receives and screens visitors, telephone calls and answers or refers callers.

5.
Orders, receives, examines and distributes office supplies and materials, checks supplies against  

requisitions;  maintains inventory records and screens incoming mail.

6.
Notes pertinent dates, reviews in detail, examines for accuracy and completeness and determines

conformity with the requirements or  regulations and procedures of such items as reports, 
certificates, forms claims, statistical records, various applications, purchase orders, invoices, case records, maps, correspondence, vouchers, statements, or various periodic reports.

7.
May operate an adding machine, mimeograph, duplicating machine, calculator, or 
addressograph machine with such accuracy as can be acquired on the job.

8.
Performs related work as required for the efficient function of the office.

TERMS OF EMPLOYMENT:
Time may vary with position assignment Pay grade 8, Salary Schedule 



3.

EVALUATION:         Performance evaluated annually by position supervisor in accord with Board=s 

        policies on evaluation of educational support personnel.

Adopted by the Bay District School Board on   July 11, 1984

Revised: September 13, 1989


A: Clerk I

