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An Equal Opportunity Employer*


Date: 05/30/2017



Position Title:		Office Clerk/Receptionist
Location:	Elementary
Salary Range:			$10.41-$12.54 per hour 
Length of Work Year:		11 months/210 Days

Position Summary

Under direct supervision provide reception and clerical assistance for the efficient operation of the campus office.

Position Requirements

Education/Certification/License:	High school diploma or GED

Experience:	One to two years of clerical experience.

Special Knowledge/Skills:	Ability to use personal computer and software. Proficient keyboarding, file maintenance. Effective organization, communication, and interpersonal skills
	Ability to follow written instructions
	Ability to operate multi-line phone system
	

Duties/Responsibilities

· Receive and direct incoming calls, take reliable messages, and route to appropriate staff.
· Greet and direct campus visitors.
· Assist parents in checking students in and out of school.
· Receive, sort, and distribute mail, messages, documents, and other deliveries.
· Assist with the receipt and distribution of student materials, including homework requests.
· Maintain visitor log and issue visitor passes.
· Assist with preparation of materials for mailing, including preparing labels, stuffing envelopes, etc.
· Maintain computerized files using personal computer, including reports, employee roster, and mailing lists.
· Assist with the scheduling of teacher conferences.
· Provide clerical assistance as needed.
· Maintain confidentiality.

Application Procedures

[bookmark: _GoBack]District Employees: Submit letter of intent.

Outside Applicants: Apply online through Region One on ONE*APP (include transcripts, credentials, etc.)

Application Deadline           Applications will be accepted until the position is filled.


*Applicants for all positions are considered without regard to race, color, national origin, religion, sex, marital status, veteran or military status, disability, or any other legally protected status.  The district Title IX Coordinator is Cynthia Torres, Assistant Superintendent for Instruction & Personnel – Administration Office 956-797-8300.
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