
ATTENDANCE CLERKPRIVATE 

QUALIFICATIONS:

1.
Competent in general secretarial/clerical skills.





2.
Possess a working knowledge of computer data processing.





3.
Able to work closely with children and adults.

REPORT TO:

Building Principal and Assistant Principal

JOB GOAL:


To provide and maintain accurate records, student's schedules, attendance and discipline using the school's organizational software.

PERFORMANCES RESPONSIBILITIES:

 1.
Maintain familiarity with and follow all school policies.

 2.
Provide technical assistance to all teachers and students in matters dealing with computers in the classroom and lab.

 3.
Call in membership numbers to the Central Office each morning before 10:00.

 4.
Maintain student information in CIMS.

 5.
Keep the lab neat and attractive.

 6.
Maintain the CIMS administrative system and train office secretaries in its use. 

7.
Provide necessary reports to faculty, administration, and the Central Office when requested.

 8.
Input attendance slips to maintain registers for the school and provide daily absentee reports to the administration for consideration.

 9.
Provide names of students that have missed an excessive amount of school to the administration for consideration.

10.
Scan grades and print confirmation sheets for teachers.

11.
Print honor rolls every nine weeks.

12.
Transcript grades each semester.

13.
Print transcript labels each semester.

14.
Keep record of all drops, suspensions, and discipline actions.

15.
Distribute weekly attendance registers each Friday.

16.
Maintain an inventory and control of all computer equipment for the school.

17.
Provide any assistance needed to the secretaries, faculty and administrators.

18.
Verify all absences by contacting the parent/guardian via the telephone.

19.
Promote good public relations through courtesy when making telephone contacts and when receiving telephone calls.

20.
Issue student admits-to-class slips and determine excused or unexcused absences as defined in the student handbook.

21.
Perform any other duty deemed necessary by the Superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 190-day contract.  Salary and work year to be established by the Board. 

EVALUATION:


Performance of this job will be evaluated by the building principal or assistant principal.

REVIEWED AND AGREED TO BY:____________________________date___________

07/13/09


