

[image: image1.png]



BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION
TITLE:     STUDENT HELPER
QUALIFICATIONS
·  FT/PT student enrolled in K-12, Technical Center, College, or University program.
 PHYSICAL REQUIREMENTS:   Medium
REPORTS TO: As assigned by Bay District Organizational Structure.
SUPERVISES: As assigned by Bay District Organizational Structure.
PERFORMANCE RESPONSIBILITIES:

1. Performs duties such as filing, copying, answering phones, updating websites and databases.

2. Receives and distributes routine incoming mail; sorts and stamps outgoing correspondence; addresses envelopes and packages.

3. Performs minor record keeping duties.

4. Types from copy and duplicates materials on various equipment.

5. Assists at information desk by receiving and referring visitors, taking telephone calls and messages and supplying routine information.

6. Keeps the premises free of litter and trash.

7. Empties wastebaskets.

8. Delivers packages and boxes unloaded from trucks to the supply room or other appropriate storage areas.

9. Works effectively with co-workers, school personnel and supervisors.

10. Performs other related duties as assigned by supervisor. 

TERMS OF EMPLOYMENT:

1. Successful completion of State and Federal Background check is required for employment.
2. Ten (10) months.  Paygrade as established by the School Board in Current Salary Schedule 3.
EVALUATION: Performance evaluated annually in accordance with School Board Policy.
___________________________________

       Date:_______________________________
  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.
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