	Bell County Board of Education
Job Description 

	Division/Department:  Pupil Personnel                       

	Location:     School Based                            
	Classification Code:  7775

	Job title:      Attendance Clerk  
Schools with < 400 students 7 hrs a day

Schools with > 400 students 8 hrs a day                          

	Responsible to:
Superintendent

School Principal

DPP Director
	Type of position:
( Full-time 
(  Part-time

(  Contractor
	Fair Labor Standards Act 
( Exempt

( Nonexempt

	General Description of Duties and Responsibilities:

· Attend all in-district attendance meetings and occasional out-of-district Infinite Campus (IC) Trainings 

· Perform a variety of clerical duties including typing, filing, record keeping, proof reading and processing information.

· Type letters, memoranda, bulletins, reports, schedules, lists, forms or other materials from straight copy or computer terminal

· Maintain a variety of logs, records and files related to assigned office, compile information from a variety of sources and prepare summaries and reports including attendance and enrollment data from IC

· Assist the public and district employees in completing forms, applications and other district, state and federal forms and documents

· Maintains attendance, academic and health records, update computer information in IC databases

· Operate a variety of office equipment, such as a computer, calculator, copiers, and other machines as required

· Assure the timely duplication and distribution of a variety of records, reports and other materials as directed

· Perform clerical work such as posting records and securing information from clearly indicated sources.

· Conduct home visits for students that are not attending school on a regular basis

· Maintain and submit a monthly visitation log to the DPP on the last school day of each month

· Other duties as assigned by your immediate supervisor or the superintendent



	Qualifications:

· Knowledge of rules, regulation , policies and laws related to assigned function or department

· Modern office practices and operation of standard office machines, including computer terminals

· Basic knowledge of computer operations: word processing (40 wpm from clear copy), excel, data base, etc… and willingness to learn and master Infinite Campus System

· Basic record keeping techniques, storage and retrieval of such records

· Interpersonal skills using tact, patience and courtesy when dealing with the public, or on the telephone

· Correct use of English, usage, grammar, spelling, punctuation and vocabulary:  written and spoken

· Meet schedule and timelines while completing work with many interruptions

· Understand and follow oral and written directions and working cooperatively with others



	Education Requirements
        High school diploma or GED and two years of increasingly responsible clerical   

        experience involving frequent contact with the public.


	Approved by:               Bell County Board of Education
Date:                             6/18/2013


