
Class Code: 
7784PRIVATE 

LOCAL DISTRICT CLASSIFICATION PLAN

CLASS TITLE:  


Elementary Non-instructional Teacher Clerk
FLSA STATUS:  

Non-Exempt

SAFETY SENSITIVE:
Yes
BASIC FUNCTION:


Perform a wide variety of clerical and non-instructional duties to assist school instructional staff 

REPRESENTATIVE DUTIES:

· Coordinate a variety of non-instructional and clerical duties  to assist the Instructional staff with administrative tasks; prepare and accurately maintain a variety of reports, records and files relating to students, staff, budgets, operations and activities.

· Assist with designing and creating instructional bulletin boards and other displays for classrooms
· Assist teaching staff with posting curriculum maps and program of studies/core content related displays
· Assist teaching staff with posting lesson plans and other resources to the school web site

· Operate a variety of business equipment including typewriter, calculator, copiers, computer equipment and other school office machines.

· Assist instructional staff in the requistion, receiving, and storing of instructional materials; maintain materials and equipment inventory as assigned by teaching staff.

· Provide clerical assistance to faculty as needed
· Assist teachers with creating, sending, and documenting communication to parents

· Assist instructional staff with creating instructional materials  
· Perform other related non-instructional duties as assigned by the Principal

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

· How to access the school web site
· Record-keeping techniques 

· Oral and written communication skills. 

· Interpersonal skills using tact, patience and courtesy. 

· Operation of computer equipment.


ABILITY TO:

· Perform a wide variety of clerical duties to assist school instructional staff Perform public relations and communications services for the Principal.

· Understand and follow oral and written directions. 

· Work independently with little direction. 

· Establish and maintain cooperative and effective working relationships with others. 

· Learn, interpret, and apply rules, regulations, policies and procedures.

· Operate a variety of office machines including copiers.

· Understand and work within the scope of authority. Does not provide instructional support to students.
· Maintain good public relations with students, parents, teachers, and the public.

· Meet schedules and time lines. 

· Plan and organize work, under instructional staff’s supervision 

· Assists special needs and general education teachers with duplication of Individual Education Programs (IEP’s) so IEP implementers have IEP access.

· Compile and maintain accurate records and prepare reports for instructional staff.

· Work confidentially with discretion. 

· Communicate effectively both orally and in writing. 

EDUCATION AND EXPERIENCE:


High school diploma or G.E.D.Certificate.   
Approval Date of Job Description:  6-21-05

PAGE  
2

