
Kaneland Community Unit School District #302
47W326 Keslinger Road
Maple Park, Illinois  60151
JOB DESCRIPTION FOR
FOOD SERVICE
 
November 2017
 
Reports To:  Food Service Head

Basic Responsibilities:  To prepare all food in a clean and orderly way and serve food to students
and staff.

Essential Functions:

To assure a well run kitchen, to put out the best food possible within budgetary constraints while meeting or exceeding nutritional standards, to supervise other kitchen employees, maintain cleanliness and sanitation in running a healthful and safe program.

Minimum Requirement and Qualifications:

· Ability to lift 40 pounds
· Ability to stand, push, bend, twist and pull on a routine basis
· Complete annual mandatory education requirements
· Preferred - Holds Health Department Certification

Tasks and Responsibilities:
 
1.              Wash, dry and fold towels when needed.
 
2.               Rinse, and fill dishwasher with dirty dishes as you are finished with them, run them through and set on rack to air dry.  Replace dishes to proper area when dry.
 
3.              Alternate in the dishroom during the lunch period (hot serving and cashing).
 
4.              Set up Ala Carte line and Hot lunch serving lines.  Count and stack student trays in
appropriate stacks.
 
5.              Alternate tasks in the kitchen as assigned and help others when possible. 
 
6.              Clean up after each task is done and break-down boxes.
 
7.              Serve food with a friendly and polite attitude.
 
8.              Clean and sanitize serving area and wipe out hand sinks and holding warmers.
 
9.              Put away all food when serving time is over.  Label all items in correct manner.  Date freezer
items and enter into record book as needed.
 
10.           Clean up, wash counters, oven area and sanitize kitchen daily.
 
11.           Daily wipe and polish the inside and outside of the cooler doors.  Wipe only the outside of the freezer door.
 
12.           Wipe the inside of the pass-through coolers and polish the doors when needed.
 
13.           Periodically deep clean all equipment.
 
14.           Maintain standards of dress, uniforms, and cleanliness as required by the supervisor.  This is to be understood as a condition of employment.  Employees are entitled to a annual uniform allowance based on available funding.  An itemized receipt must be turned into the Food Service Manager for approval and processing.
 
15.           Maintain personal habits of cleanliness and sanitation in keeping with a healthful and safe
program.  Frequently wash hands.
 
16.       Yearly mandatory education requirements will be required.  Information to be discussed will  
be designated before required completion date.

17.  	Other duties as assigned.

 
 



JOB DESCRIPTION FOR
DISHWASHER
 
November 2017
 
Reports To:  Food Service Head

Basic Responsibilities:
 
To clean, sanitize, and restock all equipment used for preparation of food in a clean and orderly way.

Essential Functions:

To assure a well run kitchen, to put out the best food possible within budgetary constraints while meeting or exceeding nutritional standards, to supervise other kitchen employees, maintain cleanliness and sanitation in running a healthful and safe program.

Minimum Requirement and Qualifications:

· Ability to lift 40 pounds
· Ability to stand, push, bend, twist and pull on a routine basis
· Complete annual mandatory education requirements
· Preferred - Holds Health Department Certification

Tasks and Responsibilities:
 
1.              Wash and fold towels when needed.
 
2.              Fill dishwasher.  Maintain the dishroom area in an orderly and clean manner.
 
3.              Retrieve soiled dishes from Ala Carte line and serving line.
 
4.              Communicate with customers with a friendly attitude.
 
5.              Clean and sanitize work station and wipe out hand sink.
 
6.              Take and record temperatures of dish machine daily.
 
7.              Clean up, wash counters and dish machine.  Rinse, clean, and sanitize dish machine and area.
 
8.              Maintain dish machine in a clean manner.  Drain machine at day’s end, open door and check
                        for any residue or equipment.  Pull out inner drain section, clean under and around, and then replace.
 
9.              Wipe the countertop, roll down window, and polish when needed.
 
10.           On the last day of the week, machine is to be broken down, rinsed out thoroughly and parts
left out to air dry.

11.       Screen from air fan is to be run through dish machine weekly, dried, and replaced or screens and filters removed from machine and cleaned daily, depending on the machine.

            12.        Maintain personal habits of cleanliness and sanitation in keeping with a healthful and safe program.  Wash hands frequently!
 
13.       Maintain standards of dress, uniforms, and cleanliness as required by the supervisor.  This is to be understood as a condition of employment.  Employees are entitled to a annual uniform allowance based on available funding.  An itemized receipt must be turned into the Food Service Manager for approval and processing.

14.       Other duties as assigned.

 

































JOB DESCRIPTION FOR
BUILDING NURSE

August 2016

Reports To:	Building Administrator and District Head Nurse

Essential Functions:

To provide direct nursing care to students and staff members to maximize health and wellness in Kaneland School District.  All duties are performed in accordance with district and state policies and procedures.  

Minimum  Requirement and Qualifications:

· Valid Registered Nurse or Certified School Nurse license registered with the State of Illinois

· Hold a current certification in Cardiopulmonary Resuscitation (CPR) and Automated External Defibrillators (AED) certification for healthcare providers 

· Ability to lift 10 pounds

Tasks and Responsibilities:

Non-instructional Responsibilities:  

1.  Provide direct nursing services, first aid, illness, and emergency care to students and staff in response to the nursing assessment

2. 	Administer medication with appropriate documentation

3. 	Make appropriate assessment and referrals for suspected abuse/neglect as a mandated
reporter

4. 	Perform mandated hearing and vision screening procedures when certified to do so

5. 	Participate in maintaining accurate records to assure compliance with state mandates
including immunizations, physical examinations, and related activities

6. 	Compile data for statistical purposes

7. 	Maintain confidentiality regarding all school and health-related issues

9. 	Complete accident/incident reports for students/staff

10.	Maintain communication with the certified school nurse, teachers, and other school
personnel, and parents to enhance cooperative action which will meet the health and safety
needs of students

11. 	Update a daily log on school management system of student/staff visits and documentation
on individual health records

12. 	Maintain the daily environment of the health office facility and supplies

13.	Utilize existing technology effectively in the performance of duties

14.  	Maintain monthly checks of all AED systems and Epi-pens

15.  	Maintain coverage of nurse office during the lunch and recess periods daily

16.  	Prepare and attend Individualized Education Plan (IEP) meetings in order to share health 
              needs

17.	Perform other duties as assigned




JOB DESCRIPTION FOR
ONE-ON-ONE NURSE

August 2016

Reports To:	Building Administrator and District Head Nurse

Essential Functions:

To provide direct nursing care to assigned student and staff members to maximize the health and wellness in Kaneland School District.  All duties are performed in accordance with district and state policies and procedures.  

Minimum  Requirement and Qualifications:

· Valid Registered Nurse or Certified School Nurse license registered with the State of Illinois

· Hold a current certification in Cardiopulmonary Resuscitation (CPR) and Automated External Defibrillators (AED) certification for healthcare providers 

· Ability to lift 40 pounds

Tasks and Responsibilities:

Non-instructional Responsibilities:  

1. Provide direct nursing services, first aid, illness, and emergency care to assigned student and staff in response to the nursing assessment

2. Administer medication with appropriate documentation

3. Make appropriate assessment and referrals for suspected abuse/neglect as a mandated reporter

4. Perform mandated hearing and vision screening procedures when certified to do so

5. Participate in maintaining accurate records to assure compliance with state mandates including immunizations, physical examinations, and related activities

6. Compile data for statistical purposes

7. Maintain confidentiality regarding all school and health-related issues

8. Complete accident/incident reports for students/staff

9. Maintain communication with the certified school nurse, teachers, and other school personnel, and parents to enhance cooperative action which will meet the health and safety needs of students

10. Update a daily log on school management system for assigned student

11. Maintain the daily environment of the health office facility and supplies

12. Utilize existing technology effectively in the performance of duties

13. Maintain monthly checks of all AED systems and Epi-pens

14. Maintain coverage of nurse office during the lunch and recess periods daily

15. Perform other duties as assigned




































JOB DESCRIPTION FOR
HEALTH ASSISTANT

August 2016

Reports To:	Building Administrator and District Head Nurse
Essential Functions:

To provide nursing support services to students and staff members to maximize health and wellness in the school community.  All duties are performed in accordance with district/state board of education policies and procedures and state law regarding nurse practice.


Minimum  Requirement and Qualifications:

· Valid License Practical Nurse (LPN) license registered with the State of Illinois

· Hold a current certification in Cardiopulmonary Resuscitation (CPR) and Automated External Defibrillators (AED) certification for healthcare providers 

· Ability to lift 10 pounds

Tasks and Responsibilities:

Non-instructional Responsibilities: 

1. Provide supported nursing services, first aid, illness, and care to students and staff 

2. Administer medication with appropriate documentation

3. Make appropriate referrals for suspected abuse/neglect as a mandated reporter

4. Perform mandated hearing and vision screening procedures when certified to do so

5. Participate in maintaining accurate records to assure compliance with state mandates including immunizations, physical examinations, and the related activities

6. Compile data for statistical purposes

7. Maintain confidentiality regarding all school and health-related issues

8. Complete accident/incident reports for students/staff

9. Maintain communication with the certified school nurse, teachers, and other school personnel, and parents to enhance cooperative action which will meet the health and safety needs of students

10. Update a daily log on school management system student/staff visits and documentation on individual health records

11. Maintain the daily environment of the health office facility and supplies

12.	Utilize existing technology effectively in the performance of duties

14.  	Maintain coverage of nurse office during the lunch and recess periods daily

13.	Perform other duties as assigned




































JOB DESCRIPTION FOR
PARAPROFESSIONAL - PROGRAM

August 2016

Reports To:	Building Administrator, Special Education Coordinator, Director of Special Education

Essential Functions:

To assist students with special needs in collaboration with general education, special education teachers and related services personnel.

Minimum  Requirement and Qualifications:

· Valid Paraprofessional License, registered in Kane County
· Ability to lift 15 pounds
· Bachelor’s Degree recommended 

Tasks and Responsibilities:

Instructional Responsibilities

1. The paraprofessional undertakes any instructional role under the direction of a certified teacher

2. Provides direct instruction utilizing teacher prepared lesson plans with objectives, teaching strategies and evaluation criteria

3. Works with individual student(s) to incorporate the student’s IEP goals throughout the school day

4. Works with student(s) in small group setting

5. Supervises large groups while the teacher(s) works with individual or small groups

6. Provides reinforcement and/or drills following a lesson and assists with the follow-up assignment directed by the teacher

7. Assists teacher with observing, recording, and the charting of target learning outcomes and behaviors, gathers behavioral and academic data, and with the appropriate training keep anecdotal records

8. Assists with the implementation of Behavior Improvement Plans, reinforces appropriate behaviors incorporating goals and management strategies developed with the teacher or IEP team

9. Tends to physical needs if student(s) as appropriate (i.e. diaper changing, toileting, positioning)

10. Supervises children in community settings (i.e. field trips, etc.)

11. Provides feedback to the teacher regarding the student(s)’ progress

Non-Instructional Responsibilities

1. Will maintain confidentiality in all situations/settings pertaining to students, their families and district personnel

2. Shows responsibility for conducting themselves professionally

3. Shows pride in work place

4. Shows dignity and respect for staff and students

5. Models appropriate behavior for students

6. Attends collaboration meetings with teams based upon student(s)’ needs

7. Prepares and adapts materials and learning environment

8. Maintains files and materials

9.  	Perform other duties as assigned 



JOB DESCRIPTION FOR
PARAPROFESSIONAL - ONE-ON-ONE

August 2016

Reports To:	Building Administrator, Special Education Coordinator, Director of Special Education

Essential Functions:

To assist students with special needs of a single student based on their Individualized Education Plan (IEP)  in collaboration with general education, special education teachers and related services personnel.

Minimum  Requirement and Qualifications:

· Valid Paraprofessional License, registered in Kane County
· Ability to lift 15 pounds
· Bachelor's degree recommended

Tasks and Responsibilities:

Instructional Responsibilities

1. The paraprofessional undertakes any instructional role under the direction of a certified teacher

2. Provides direct instruction utilizing teacher prepared lesson plans with objectives, teaching strategies and evaluation criteria

3. Works with individual student to incorporate the student’s IEP goal accommodations throughout the school day

4. Provides reinforcement and/or drills following a lesson and assists with the follow-up assignment directed by the teacher

5. Assists teacher with observing, recording, and the charting of target learning outcomes and behaviors, gathers behavioral and academic data, and with the appropriate training keep anecdotal records

6. Assists with the implementation of Behavior Improvement Plans, reinforces appropriate behaviors incorporating goals and management strategies developed with the teacher or IEP team

7. Tends to physical needs if student as appropriate (i.e. diaper changing, toileting, positioning)

8. Supervises child in community settings (i.e. field trips, etc.)

9. Provides feedback to the teacher regarding the student(s)’ progress

Non-Instructional Responsibilities

1. Understands completely the individualized educational needs of the student in their care.  Clarifies needs when appropriate and communicates changing needs as observed.\

2. Will maintain confidentiality in all situations/settings pertaining to students, their families and district personnel

3. Shows responsibility for conducting themselves professionally

4. Shows pride in work place

5. Shows dignity and respect for staff and students

6. Models appropriate behavior for students

7. Attends collaboration meetings with teams based upon student(s)’ needs

8. Prepares and adapts materials and learning environment

9. Maintains files and materials

      10.  Perform other duties as assigned 








JOB DESCRIPTION FOR
TEACHING ASSISTANT - SMALL WORLD

August 2016


Reports To:	Director/Assistant Director Fox Valley Career Center, Director Small World Child Care

Essential Functions:

To assist students in the Early Childhood setting at Small World Day Care in collaboration with general education teacher.

Minimum Requirements and Qualifications:	

The classroom resource person/assistant shall meet the qualifications described in the state of Illinois Standards for Day Care Centers issued by the Illinois Department of Children and Family Services:

· At least 19 years of age.
· High school diploma or a high school equivalency certificate showing successful completion of an approved course of study and training in child care.
· In addition to meeting the requirements of Section 407.100, the early childhood teacher responsible for a group of children that includes infants, toddler or preschool-age children shall have achieved:
a. Sixty semester hours (or 90 quarter hours) of credits from an accredited college or university with six semester or none quarter hours in courses related directly to child care and/or child development, from birth to age six; or
b. One year (1560 clock hours) of child development experience in a nursery school, kindergarten, or licensed day care center and thirty semester hours (or 45 quarter hours) of credits from an accredited college or university with six semester or none quarter hours in courses related directly to child care and/ or child development, from birth to age six; or

Completion of credentialing programs approved by the Department.

Instructional Responsibilities
1. Assist classroom teacher with development and training of children

2. Assist teacher with recreational activities

3. Supervise individual and groups of children 

Non-Instructional Responsibilities

1. Assist teacher with snack preparation and feeding

2. maintain classroom supplies and equipment, ensuring safety

3. Aid in the usage of restroom facilities for children

4. Perform other tasks as assigned










































JOB DESCRIPTION FOR
SECURITY

August 2016

Reports to:	Dean of Students/Building Administration 

Essential Functions:
To monitor behavior in the hallways, washrooms, and the parking lot

Minimum  Requirement and Qualifications:

· Valid Paraprofessional License, registered in Kane County

· Ability to work on your feet for several hours at a time

Tasks and Responsibilities:

Non- Instructional Responsibilities

1. Ask students to present passes if in the hallway
2. Note and report “chronic offenders”
3. Monitor building and parking lot for smoking and vandalism
4. Escort and refer students to the Assistant Principal when behavior warrants it
5. Monitor areas prone to loitering. Log and refer repeat offenders to the Assistant Principal
6. Check parking lots for permits and parking lot violations. Tag and submit record of tagging to the Assistant Principal.
7. Assist with the monitoring of the cafeteria during the lunch periods 
8. Check exterior doors to make sure they are properly secured
9. Assist students who need assistance to the Nurse’s office or the High School Office
10. Check for unauthorized visitors including former students and students from other schools
11. Send all tardy students directly to the office before they go to their locker or class during 1st block
12. Perform other duties as assigned 





JOB DESCRIPTION FOR
TEACHING ASSISTANT - RTI

August 2016

Reports To:	Building Administrator, RTI Coordinator and RTI Staff 
Essential Functions :

To assist student(s) in the RTI programs in collaboration with general education and special education teachers and related services personnel.

Minimum  Requirement and Qualifications:

· Valid Paraprofessional License, registered in Kane County

· Ability to lift 10 pounds 

Tasks and Responsibilities:

Instructional Responsibilities
1.        Undertakes any instructional role under the direction of a certified teacher

2.  	Provides direct instruction utilizing prepared interventions with objectives, teaching strategies and evaluation criteria

3. 	Works with individual student(s) to incorporate the student’s RTI intervention

4. 	Works with student(s) in small group setting

5. 	Collects assessment data for the purpose of progress monitoring
	
6. 	Provides reinforcement and/or drills following a lesson and assists with the follow-up
assignment directed by the teacher

7. 	Assists teacher with observing, recording, and the charting of target learning outcomes and
behaviors, gathers behavioral and academic data, and with the appropriate training keep
anecdotal records

8. 	Assists with the implementation of intervention plans

9.	Provides feedback to the teacher regarding the student(s)’ progress

Non-Instructional Responsibilities

1. Will maintain confidentiality in all situations/settings pertaining to students, their families and district personnel

2. Shows responsibility for conducting themselves professionally

3. Shows pride in work place

4. Shows dignity and respect for staff and students

5. Models appropriate behavior for students

6. Attends collaboration meetings with teams based upon student(s)’ needs

7.	Prepares and adapts materials and learning environment

8. 	Maintains files and materials

9.	Perform other duties as assigned 
































JOB DESCRIPTION FOR
FVCC - SECURITY

August 2016

Reports to:	Dean of Students/Building Administration 

Essential Functions:
To monitor behavior in the hallways, washrooms, and the parking lot

Minimum  Requirement and Qualifications:

· Valid Paraprofessional License, registered in Kane County

· Ability to work on your feet for several hours at a time

Tasks and Responsibilities:

Non- Instructional Responsibilities

1. Ask students to present passes if in the hallway
2. Note and report “chronic offenders”
3. Monitor building and parking lot for smoking and vandalism
4. Escort and refer students to the Assistant Principal when behavior warrants it
5. Monitor areas prone to loitering. Log and refer repeat offenders to the Assistant Principal
6. Check parking lots for permits and parking lot violations. Tag and submit record of tagging to the Assistant Principal.
7. Assist with the monitoring of the cafeteria during the lunch periods 
8. Check exterior doors to make sure they are properly secured
9. Assist students who need assistance to the Nurse’s office or the High School Office
10. Check for unauthorized visitors including former students and students from other schools
11. Send all tardy students directly to the office before they go to their locker or class during 1st block
12. Perform other duties as assigned 




JOB DESCRIPTION FOR
STUDY HALL SUPERVISOR

August 2016

Reports to:	Dean of Students/Building Administration

Essential Functions:
To monitor behavior in the hallways, cafeteria, locker rooms, washrooms, and the parking lot, or supervise Testing Center, PASS and Study Halls as assigned.

Minimum  Requirement and Qualifications:
· Valid Paraprofessional License strongly recommended, registered in Kane County
· Ability to work on your feet for several hours at a time

Tasks and Responsibilities:
Non- Instructional Responsibilities
1. Ask students to present passes if in the hallway
2. Note and report “chronic offenders”
3. Monitor building and parking lot for smoking and vandalism
4. Escort and refer students to the Administration when behavior warrants it
5. Monitor areas prone to loitering. Log and refer repeat offenders to the Administration
6. Check parking lots for permits and parking lot violations. Tag and submit record of tagging to the Administration.
7. Assist with the monitoring of the cafeteria during the lunch periods
8. Check exterior doors to make sure they are properly secured
9. Assist students who need assistance to the Nurse’s office or the High School Office
10. Check for unauthorized visitors including former students and students from other schools
11. Send all tardy students directly to the Hero Station before they go to their locker or class during 1st block, and monitor Hero Stations at the start of each period to address tardies.
Testing Center, PASS or Study Hall: 
12. Take attendance and monitor behavior of all students assigned to the area.
13.  Provide a positive working environment following rules and procedures established for the area
14.  Regularly communicate with teachers regarding expectations for student work.
15. Other duties as assigned by administration.



























JOB DESCRIPTION FOR
PARAPROFESSIONAL - CLASSROOM

August 2016

Reports To:	Building Administrator, Special Education Coordinator, Director of Special Education

Essential Functions:

To assist students with special needs in collaboration with general education, special education teachers and related services personnel.

Minimum  Requirement and Qualifications:

· Valid Paraprofessional License, registered in Kane County
· Ability to lift 15 pounds
· Bachelor’s Degree recommended 

Tasks and Responsibilities:

Instructional Responsibilities

12. The paraprofessional undertakes any instructional role under the direction of a certified teacher

13. Provides direct instruction utilizing teacher prepared lesson plans with objectives, teaching strategies and evaluation criteria

14. Works with individual student(s) to incorporate the student’s IEP goals throughout the school day

15. Works with student(s) in small group setting

16. Supervises large groups while the teacher(s) works with individual or small groups

17. Provides reinforcement and/or drills following a lesson and assists with the follow-up assignment directed by the teacher

18. Assists teacher with observing, recording, and the charting of target learning outcomes and behaviors, gathers behavioral and academic data, and with the appropriate training keep anecdotal records

19. Assists with the implementation of Behavior Improvement Plans, reinforces appropriate behaviors incorporating goals and management strategies developed with the teacher or IEP team

20. Tends to physical needs if student(s) as appropriate (i.e. diaper changing, toileting, positioning)

21. Supervises children in community settings (i.e. field trips, etc.)

22. Provides feedback to the teacher regarding the student(s)’ progress

Non-Instructional Responsibilities

9. Will maintain confidentiality in all situations/settings pertaining to students, their families and district personnel

10. Shows responsibility for conducting themselves professionally

11. Shows pride in work place

12. Shows dignity and respect for staff and students

13. Models appropriate behavior for students

14. Attends collaboration meetings with teams based upon student(s)’ needs

15. Prepares and adapts materials and learning environment

16. Maintains files and materials

9.  	Perform other duties as assigned 


















JOB DESCRIPTION FOR
HS STUDENT SERVICE SECRETARY

August 2016

Reports To:	High School Principal & Building Administrators
Essential Functions:
To work collaboratively with the Guidance Department members, school administration, parents and students to maintain accurate records, 

Minimum Requirements:
· Excellent interpersonal skills
· Familiar with use of work processing applications
· Willing to be trained of the student data software

Tasks and Responsibilities:

Non-Instructional Activities:

1. Maintain student cumulative folders and all assessment scores

2. Send all records, cumulative folders, health forms, copy of transcripts, and the Illinois State Board of Education form, if applicable, when a student transfers to a new school

3. Send transcripts and test scores for seniors to colleges of their choice (this includes all former students who call or mail in requests)

4. Maintain rosters and schedules

5. Distribute all high school grades on the computer each term for report cards

6. Check on all incomplete grades and follow up with each teacher to get every grade

7. Enter summer school grades into computer and add information to transcripts

8. Prepare senior cumulative folders and prepare them for long term storage

9. Run student class rank at the end of each semester

10. Run honor rolls each semester, after all grades are entered. Distribute to the principal, guidance director, and mail to the newspapers

11. Make additions and changes to the student master file on the computer
12. Reception for Student Service
13. Schedule parent teacher conferences
14. Maintain course description book
15. Assist administration with scheduling, including the entering of all course details into the program to build the following year’s master schedule, and the tracking of room utilization.
16. Maintain student handbook
17. Update school management system
18. Schedule building conference rooms
19. Coordinate college representatives and military personnel visits. Give students college passes when college representatives are visiting the school
20. Complete the Illinois State Board of Education School Report Card as it applies to the high school (student mobility/turnover and graduates)
21. Assist the counselors in the operation of the guidance office
22. Maintain master copy of the student handbook.  Make changes for the next edition and process assigned

23. Assign student lockers in the summer 

24. Perform other duties as assigned 








JOB DESCRIPTION FOR
HS TREASURER

August 2016

Reports To:	High School Principal and Assistant Principal
Essential Functions:
To provide all ordering, financial and bookkeeping functions for the principal and assistant principal. Provide for teacher/student needs and be responsible for all monies coming into the High School.

Minimum Requirement and Qualifications:
· Excellent interpersonal skills
· Familiar with use of work processing applications
· Willing to be trained on the student data software
· Willing to be trained on the district financial software
· Strong budget awareness and experience

Tasks and Responsibilities:

Non-Instructional Tasks

1. Enter activity into the accounting system, including depositing of all monies, writing of checks and balancing of books. Help students and sponsors with any questions concerning account. Help students when ordering items for dances and other events.

2. District deposits for lunch, registration fees, and activity fees

3. Imprest account-write and distribute checks, balance account, request reimbursement for imprest account from district office, have account numbers indicated on request

4. Count prepayments and deposit daily lunch money (Daily/weekly/monthly lunch reports)

5. Prepare money boxes and ticket logs for athletic/extracurricular events; count money after event and deposit to appropriate account

6. Give change to teachers when needed

7. Deposit commission checks for vending and soda machines

8. Keep track of balances of high school district accounts

9. File all activity accounting deposits and checks.  At the end of each month run a report of each account's activity and compare to hard copies (make sure everything balances)

10. Design form and mail registration forms and schedules along with information regarding the upcoming school year

11. Collect all registration and activity fees from walk-in payments and mail registration

12. Contact parents who have not paid registration and activity fees by letter requesting payment, if parent has not paid, turn information over to District office for collection

13. Generate activity fee reports for coaches and sponsors

14. Distribute budget sheets to department chairs, advisors and sponsors.  Collect completed budget forms from all department chairs, check information on budget sheets, quantity, catalog number, page number and price for each item on budget sheet., and purchase as requested

15. Analyze budgets from the current year and compare to previous years in order to justify differences in budgeted amounts, share this information and input with administration.

16. Order supplies for high school office and keep inventory supplied

17. Prepare payroll report for District office. Calculate timecards, sub cards, sick time and personal days for high school building employees.

18. Substitute Teachers:  (a) Process and distribute forms for internal substitutes when they need to leave due to illness, doctor appointments, personal time, etc. 

19. Personal Days: (a) Keep track of personal days for all high school staff and compare records to the information from the District office.  (b) Photocopy/process requests for personal days. (c) Request substitute teacher when necessary.

20. Process purchase orders for budget. Include transfer items from the budget worksheet program to the purchase order system, double check transfer information

21. When purchase order items come in, check orders, opening boxes, checking each item to packing slip and purchase order, mark box with the room number and/or teacher supply belongs to, and take boxes to the room or teachers office.

22. Accounts payable, when invoice comes in for a purchase order, check the following:  quantity, item #, and price. If all match, stamp with the accounts payable stamp and complete information (account #, amount, and purchase order number). Send to business office for payment.

23. Close activity account and audit balances

24. Handle postage, purchase stamps, and postage meter balance; request payment when postage is needed for meter

25. Maintain all parent communication

26. Keep track of inventory such as equipment being transferred, subtracted, and added to high school building (need room number, serial number and value of item)

27. Call for repairs and order supplies for copiers
28. Maintain all current contracts, and arrange meetings as contracts come to a close (vending machines, yearbook, photographer)

29. Prepare list of students who purchase school insurance, and be contact for parents with questions concerning school insurance; distribute claim forms

30. Assist in school lock down, when Kane County Sheriff is in building for locker and car searches

31. Enter lunch prepayments

32. Perform other duties as assigned 
























JOB DESCRIPTION FOR
HS ATTENDANCE SECRETARY

August 2016

Reports To:	High School Principal and Assistant Principal
Essential Functions:  Maintain accurate attendance records for all Kaneland High School students and communicate with families the attendance of the students through our website, emails and phone contact.

Minimum Requirements and Qualifications:
· Excellent interpersonal skills
· Familiar with use of work processing applications
· Willing to be trained on the student data software
· Strong organizational skills

Tasks and Responsibilities:

Non-Instructional Tasks

1. Enter daily absences on computer for grades 9-12.  Compile daily and end of the month attendance reports (days absent, daily attendance and days enrolled) 

2. Contact parents or guardians of those students absent without a reason

3. Process hourly student attendance and print end of day report and distribute to, staff, administrators & counselors. Gather call-ins and sign in/out list information to process attendance.  Also, process an afternoon and end of day report of students with single class absences for assistant principal or dean.

4. Process/call down students (via call slips) who have been missing from classes during the day and refer those with disciplinary problems to the assistant principal or dean

5. Prepare a daily report of absences and distribute to the nurse, the counselors, the social worker and the assistant principal each morning

6. Issue pre-arranged absence forms and receive completed forms and notes at the end of the day (File pre-arranged notes chronologically)

7. Report monthly attendance of cross-cat/instructional special education students to the instructional office.  Also, report the daily attendance of special education students to the instructional office.  Report mainstream class absences for special education students placed out of district.

8. Prepare a list of students absent the key 10 days:  Report 10 day absences to the guidance counselors and assistant principal or dean.  Prepare letters to the parents and appropriate officials.  Keep records of all truancy occurrences.

9. Prepare warning letter for those students who have been tardy for class 3, 4, 5 and 6 times.

10. Maintain teacher attendance records for Tyler SIS

11. Answer calls and return messages as assigned 

12. Enrollment numbers are given to the principal monthly

13. Assist, as needed, grade reports twice per term for grades 9-12. Report attendance, grades & discipline to courts for police department

14. Complete various and periodic state reports

15. Update student information from verification sheets on Tyler SIS

16. Update staff information on Tyler SIS

17. Take mail to District office every day by 10:00 a.m

18. Supervise student assistants working in attendance

19. Check webpage for accuracy & working links

20.	Supervise students working in attendance when applicable 

21.	Perform other tasks as assigned














JOB DESCRIPTION FOR
HS PRINCIPAL’S SECRETARY

August 2016

Reports To:	Principal and Building Administrators
Essential Functions;
To provide support to the Administrative Team, as well as general school, staff, parents and student needs as identified. 

Minimum Requirements and Qualifications:
· Excellent Interpersonal skills
· Familiar with use of word processing applications
· Willing to be trained on the student data software
· Excellent organizational and time management skills

Tasks and Responsibilities:

Non-Instructional Tasks

1. Provide all clerical and computer functions (correspondence, memos, reports, spreadsheets, weekly activity calendar) as needed for the principal

2. 	Daily Mail:  Open, stamp and process all mail addressed to School and Principal

3. 	Daily Announcements: organize and read daily announcements, and share with receptionist
for posting 

4. 	Photocopying from principal (and distribution) to proper staff members

5. 	Answer the phone line directing calls to the proper place and taking messages for students

6. 	Telephone System:  (a) Assist new staff members with programming procedures for their
voice mail.  (b) Maintain a listing of extensions at the school

7. 	Bell/Tone System:  Notify Tech when changes, repair and/or additions need to be made to
The bell system & speakers that our maintenance department cannot fix

8. 	Update the monthly calendar to reflect events and  activities


9.	 Create and assist with the development and delivery of communications to staff, parents  and the community

10.  	Maintain student cumulative files (Student Services)

12.  	Manage the submissions of all online report cards, print and file final report cards (registrar)

13.  	Maintain all SIS updates and accurate student files on school management system (student  service and registrar)

14. 	Prepare a list of students absent the 10 days.  Report 10 day absences to the office. 
Prepare letters to the parents and the appropriate officials.  Keep records of all truancy. (attendance)

15.  	Maintain teacher attendance in the school management system (treasurer)

16. 	Assign lockers when applicable (student service)

17.	Collect and organize all summer maintenance requests from teachers

18.	 Receive bus notes from students, verify information and approve bus permission slips (receptionist)

19.	Maintain master copy of the Faculty Handbook for KHS.  Make changes for the next edition and process assigned

20.  	Answer calls and return messaged assigned

21.  	Monitor enrollment numbers are given to the principal as requested

22.	Assist, as needed, grade reports twice per term.   

23. 	Complete various and periodic state reports

24.	Update student information from verification sheets on school management system

25. 	Update staff information on school management system 

26. 	Check webpage for accuracy and working links	

27.	School Calendar of events.  Design and enter information for school year events

28.  	Organize and plan graduation practice and graduation event, communicating with venue,

29.	Student Service, students, staff and parents

30.	Organize and produce quarterly KHS newsletters

31.	Organize and produce weekly Squire emails to staff

32. 	Distribute and maintain records for all keys for building and rooms 

33. 	Collect and organize all summer maintenance lists from teachers 

34. 	Perform other tasks as assigned


































JOB DESCRIPTION FOR
 LRC ASSISTANT

August 2016

Reports To:	Building Administrators
Essential Functions: 
To maintain the circulation and to support students and teachers in the Learning Resource Center.

Minimum Requirements and Qualifications:
· Paraprofessional License, registered with Kane 

Tasks and Responsibilities:
Non-Instructional Tasks

1. Maintain the library patron database

2. Order materials as instructed by the director through district SDS financial system/verify and code invoices for payment

3. Process new library and classroom materials for use

4. Assist with materials database (spreadsheet) each year to track budget spending

5. Conduct and manage book fairs.

6. Prepare and distribute overdue lists and lists of library obligations

7. Assist in daily routine and procedure such as periodical collection: check-in, processing, organization, shelving books and circulation

8. Assist students and staff with reference as possible, circulation, and equipment needs as possible

9. Assist with materials processing, bibliography development, inventory, and equipment maintenance

10. Assist with other library tasks as directed

11. Assist with materials database

12. Assist with the training and supervision of volunteers

13. Create schedules for lessons and check out

14. Repair damaged books and materials










































JOB DESCRIPTION FOR
ELEMENTARY PRINCIPAL SECRETARY

August 2016

Reports To:	Building Principal
Essential Functions:
To ensure that office tasks are properly assigned and completed and to provide all clerical, word processing, bookkeeping and computer support services for the principal

Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Activities:

1.	Prepare yearly budget forms for office supply needs and from requests submitted by
certified personnel.  Type purchase orders as approved by district budget. Acknowledge
materials as received.

2.	Maintain a complete and systematic set of records of financial transactions of the
elementary school.   The following are some financial duties assigned: Student Fees, Field
Trip Fees, Monthly Budget Report, Activity/Imprest Account, Payment Plans, Credit Card
payments, Payroll, Check Requests, All purchase orders, supplies & check in, Daily Bank Deposits, and Extended Day Kindergarten and Early Childhood payments.

3. 	Reconcile cancelled checks with bank statements and verify bank balances

4.	Create and revise forms as necessary to maintain accurate information and aid in the
efficient compilation of same

5.	Maintain supply inventory and needs for certified and non-certified

6.	Maintain book room supplies

7.	Maintain office filing system and student records, as needed

8.	Collect textbook rental fees and insurance fees and maintain an accurate accounting thereof

9.	Keep record of absences of certified and non-certified personnel and prepare Report of
Employee Absence as needed.  Keep record of substitutes for certified and non-certified
personnel and prepare payroll statements as needed.  Maintain a record of sick days, personal leave days and leave without pay used by certified and non-certified personnel.

10.	Prepare annual Student/Parent Handbook

11.	Place and receive telephone calls and record messages

12.	Assist Front Office Secretary with meeting and greeting all visitors to the building and use RaptorWare for check in

13.	Maintain Special Education files and schedules such as staffing schedule and staffing invites

14.	Distribute and manage copy cards to staff, student teacher, and any long term substitutes 

15.	Prepare and process correspondence for principal

16.	Manage substitutes for the building through the use of AESOP

17.	Manage and enter new hire paperwork, such as setting up the new staff member email request

18.	Manage SWIS reports for the principal

19.	Manage and update the room assignments, the map, directory, and mailbox signage

20.	Manage and count milk money and all reports for lunch services

21.	Assist in registering students and creating class placement and homeroom lists

22.	Manage maintenance and Schooldude requests

23.	Manage communication with technology for wifi access

24.	Manage end of the year check out procedures, including building inventory

25.	Collect and manage district required paperwork for staff (ie. GCN certification, Flexible
spending forms)

26.	Assist School Secretary with job duties as assigned

27.  	Create and assist with the development and delivery of communications to staff, parents  and
the community

28.  	Maintain student cumulative files

29.  	Maintain student records, assessment files, and transferring of withdrawn students
30.	Perform other duties as assigned





































JOB DESCRIPTION FOR
FOX VALLEY CAREER CENTER - DIRECTOR SECRETARY

August 2016

Reports To:	Building Principal
Essential Functions:
To ensure that office tasks are properly assigned and completed and to provide all clerical, word processing, bookkeeping and computer support services for the principal.

Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Activities:
1. Shall see that requisition requests presented by the staff are properly authorized by the Director and then shall enter them into the financial system on the computer, print out the purchase order and then mail them to the proper vendor.

2. Receive all invoices and check them against the purchase orders. Code all information and prepare the invoices for payment, post all data under the proper coding in the budget book. Prepare the post resale and supply summaries for each department monthly.

3. Receive all monies due the Center for student fees, etc; post them and prepare them for deposit. Billings necessary shall be prepared and sent.

4. Receive all monies due the Preschool/Daycare Center. Record them and keep any necessary accounting reports.

5. Write the checks and keep the accounting for the Teachers Association checking account. Balance the account and prepare an end of year reconciliation report for auditors.

6. Write checks and keep the accounting for any activity accounts. Balance the accounts and prepare an end of the year reconciliation report for each account for auditors.

7. Keep a record of staff absences and prepare the necessary forms for the Director’s approval to be filed with the administrative superintendent. Prepare statements for payroll for the business manager’s office to process. Get all class information for the substitute teacher and see that the substitute gets this information and any other classroom information.

8. Check delivery of supplies and equipment against the purchase order, inventory them and distribute to the department for which they were ordered. Responsible for any correspondence necessary regarding the purchase orders
9. Order all general supplies

10. All data entry work on student information (this includes course, session, address, phone, etc.) Keep class lists at all times

11. Tabulate the information and prepare the necessary forms for government reports and audits.

12. Work on grade reports by getting the grades from the instructors, entering grades in the computer and then run the grade reports for the home schools

13. Send weekly eligibility reports are sent to each home school after getting the information from each instructor

14. Type correspondences for the Director when requested, prepare outgoing mail, and answer the telephone and other activities.

15. Record the attendance information and call the information to the home schools all 3 sessions. Run a monthly attendance report for each teacher, along with attendance contest report.

16. Prepare all correspondence and information sheets for the Student-of-the-month winners and send this to the parents and home schools.

17. Assign student lockers

18. Log production printing requests and then send out invoices on all the jobs after they are completed and the graphics instructor completes billing sheet. This is also done on all work orders for Auto repair work that is done for customers.

19. In the absence of the Director /Assistant Director, this position requires handling many situations that can arise involving students and/or staff or the public. 

20. Perform other duties as may be approved by the Director/Asst. Director.

JOB DESCRIPTION FOR
HS REGISTRAR

August 2016

Reports To:	Director of Student Services and Building Principal 
Essential Functions:

Process student academic information and serve as an administrative assistant for special projects.
Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Responsibilities:
1. Maintain data entry for new students, all transfers and drops

2. Maintain academic records

3. Prepare and mail withdrawn students cum files

4. Generate and mail transcripts

5. Update student transcripts 

6. Update student transcripts when transferring in from another school

7. Send transcripts and test scores for seniors to colleges

8. Prepare and coordinate academic cum, health and attendance records for storage

9. Custodian for teacher grades

10. Maintain SAT and ACT test scores

11. Prepare new files

12. Evaluate transcripts for credit and course deficiencies 

13. Request records for new students

14. Meet with new students and parents to complete registration

15. Process good student discount

16. Proofread applications for counselor information, fee, signatures, etc.

17. Provide academic information requested including an official transcript

18. Submit core courses on a yearly basis to the NCAA 

19. Follow-up on any unapproved courses to reverse the status

20. Process NCAA student form by submitting the form with a transcript to the NCAA

21. If an incorrect eligibility status is assigned then communicate with the NCAA and student/parents to reverse ineligible status if it is not warranted

22. Answer telephone inquiries from parents, former students, and various investigative agencies

23. Compile survey data as needed

24. Compile statistics for VALEES purposes

25. Provide statistics for NCAA school profile and other reports

26. Provide secretarial support for graduation and senior awards night

27. Perform other tasks as assigned 

28. Register new voters


JOB DESCRIPTION FOR
FOX VALLEY CAREER CENTER - RECEPTIONIST

Reports To:	Director of Fox Valley Career Center and Building Principal and Administrators
Essential Functions:

To greet and manage the front office of the Fox Valley Career Center.
Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Responsibilities:
1. Set up student folders and see that all pertinent data such as: discipline referrals, progress reports, parent-student correspondence, Individualized Career Plan’s and other information are placed in the student folders. 
2. Type, copy, and collate the follow-up studies completed by staff into a booklet.
3. Correspondence/data entry as needed by staff and administrator.
4. Help develop and keep updated FVCC promotional materials and displays for open houses, display cases, etc.
5. Type and copy items such as tests, agendas for meetings, minutes of meetings, follow-up letters to groups, such as advisory committees, course outlines, program booklets, etc.
6. Keep track of and keep an updated file for all FVCC donations, including car titles, “thank you” letters, vehicle disposal inventory, etc.
7. Develop an annual FVCC School Year calendar, including open houses, vacation schedules, institute days, school improvement days, etc.
8. Post and update monthly wall calendar in office that will include above information in addition to field trips and guest speakers.
9. Compile, assemble, and type the FVCC newsletter and prepare all mailings.
10. Assist in the early childcare room when needed. 
11. Prepare FVCC student of the month certificates and program completion certificates.
12. Annually prepare updated Advisory Committee, home school Staff Directory lists, FVCC Staff Directory list, and FVCC Staff phone tree.
13. Perform other duties/tasks as assigned





































JOB DESCRIPTION FOR
HS RECEPTIONIST 

August 2016

Reports To:		High School Principal & Building Administrator

Essential Functions:

Support students and visitors or direct them to the appropriate place
Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Responsibilities:

1. Collect and organize calendar dates received from teachers. Prepare a listing of events and calendar dates for handbook, daily student announcements, daily staff bulletin, and school website calendar.

2. Collect and organize all summer maintenance lists from teachers.

3. Prepare and post daily announcements and post them on the internet by noon.

4. Assist the Principal's secretary in the operation of the high school office including but not limited to miscellaneous typing, filing and computer work.
5. Primary telephone operator and direct calls to the proper place (taking messages for students.)

6. Telephone System:
a)	Maintain a listing of extensions at the high school.
b)	Check phones with “problems” when reported by staff members.

7. Greet and direct substitute teachers entering the building to the Dean’s Secretary for directions.
8. Greet and direct all visitors to the building asking them to sign in and giving them a visitor’s badge after scanning their driver’s license for security, and having them escorted to a classroom if necessary, monitor security door release.

9. Parking Permits:
a)	Distribute parking stickers to students with late applications
b)	Keep a current listing of all stickers.
c)	Monitor temporary parking 

10. Student Lockers:  Request maintenance for ongoing locker problems

11.       Distribute monthly lunch menu to staff and post online 

12. Help guests with visitor passes and escort or direct to classroom 

13. Miscellaneous computer work, phone, student sign in/out and such other duties as assigned by the administration

14. Gather homework assignments for students grades 9-12 when requested if student is ill, suspended or not attending school.  (move this to receptionist)

15. Receive bus notes from students, verify information and approve bus permission slips 

16. Perform other duties as assigned 


















JOB DESCRIPTION FOR
MS PRINCIPAL SECRETARY/TREASURER

August 2016
Reports To:	Middle School Principal
Essential Functions:
To assist in the completion of all office tasks assigned by the administration and to provide clerical, bookkeeping, and computer support services for the administration.
Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:
Non-Instructional Responsibilities:	
1. To work with other office personnel to ensure that all office tasks are effectively and efficiently completed.

2. Enter all KHMS budget data each spring on the District-Wide purchase order system and confirm the receipt of all purchased materials and services. Process all invoices for payment by the District.

3. Maintain a ready supply of updated forms for use by office and teaching staff
.
4. Keep an accurate record of all money collected at registration, for school fees and fines, fundraiser sales, yearbook sales, clubs, etc.

5. Maintain an updated office filing system (forms, catalogues, records from previous years, etc.).

6. Write all checks from and balance the accounts in the athletic and general imprest funds and in the activity fund accounts.

7. Maintain an accurate record of the absences of all staff and prepare bimonthly payroll statements.

8. Assist the other secretaries in answering phone calls and taking messages. 

9. Call for repairs of office machines in the main office and in the teachers’ workroom. Order toner for the copiers and printers in the buildings.

10. Process all free/reduced meal applications and fee waiver forms.

11. Provide clerical and computer support services for the administration.

       12.  Plan and file all field trip[ requests 

13. Perform other duties as assigned





























JOB DESCRIPTION FOR
MS REGISTRAR

August 2016

Reports To:	Building Principal 
Essential Functions:

                      Process student academic information and serve as an administrative assistant for the middle school.
Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Responsibilities:
1. Maintain data entry for new students, all transfers and drops

2. Maintain academic records

3. Prepare and mail withdrawn students cum files

4. Generate and mail transcripts

5. Update student transcripts 

6. Update student transcripts when transferring in from another school

7. Prepare and coordinate academic cum, health and attendance records for storage

8. Custodian for teacher grades

9. Prepare new files

10. Request records for new students

11. Meet with new students and parents to complete registration

12. Provide academic information requested including an official transcript

13. Answer telephone inquiries from parents, former students, and various investigative agencies

14. Compile survey data as needed

15. Perform other tasks as assigned 

































JOB DESCRIPTION FOR
MS RECEPTIONIST 

August 2016

Reports To:		Middle School Principal & Building Administrator

Essential Functions:

Support students and visitors or direct them to the appropriate place
Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Responsibilities:

1. Collect and organize calendar dates received from teachers. Prepare a listing of events and calendar dates for handbook, daily student announcements, daily staff bulletin, and school website calendar.

2. Collect and organize all summer maintenance lists from teachers.

3. Prepare and post daily announcements and post them on the internet by noon.

4. Assist the Principal's secretary in the operation of the middle school office including but not limited to miscellaneous typing, filing and computer work.
5. Primary telephone operator and direct calls to the proper place (taking messages for students.)

6. Telephone System:
a)	Maintain a listing of extensions at the middle school.
b)	Check phones with “problems” when reported by staff members.

7. Greet and direct substitute teachers entering the building.

8. Greet and direct all visitors to the building asking them to sign in and giving them a visitor’s badge after scanning their driver’s license for security, and having them escorted to a classroom if necessary, monitor security door release.
9. Student Lockers:  Request maintenance for ongoing locker problems

10. Distribute monthly lunch menu to staff and post online 

11. Miscellaneous computer work, phone interactions, and student sign in/out

12. Gather homework assignments for students grades 6 - 8 when requested if student is ill, suspended or not attending school

13. Receive bus notes from students, verify information and approve bus permission slips 

14. Perform other duties as assigned 


























JOB DESCRIPTION FOR
MS ATTENDANCE SECRETARY/ASSISTANT PRINCIPAL SECRETARY

August 2016

Reports To:  Middle School Principal and Assistant Principal
Essential Functions:  Maintain accurate attendance records for all Kaneland Middle School students and communicate with families the attendance of the students through our website, emails and phone contact.

Minimum Requirements and Qualifications:
· Excellent interpersonal skills
· Familiar with use of work processing applications
· Willing to be trained on the student data software
· Strong organizational skills

Tasks and Responsibilities:

Non-Instructional Tasks

1. Enter daily absences on computer for grades 6 - 8.  Compile daily and end of the month attendance reports (days absent, daily attendance and days enrolled) 

2. Contact parents or guardians of those students absent without a reason

3. Process hourly student attendance and print end of day report and distribute to, staff, administrators & counselors. Gather call-ins and sign in/out list information to process attendance.  Also, process an afternoon and end of day report of students with single class absences for assistant principal or dean.

4. Process/call down students who have been missing from classes during the day and refer those with disciplinary problems to the assistant principal or dean

5. Prepare a daily report of absences and distribute to the nurse, the counselors, the social worker and the assistant principal each morning

6. Issue pre-arranged absence forms and receive completed forms and notes at the end of the day (File pre-arranged notes chronologically)

7. Report monthly attendance of cross-cat/instructional special education students to the instructional office.  Also, report the daily attendance of special education students to the instructional office.  Report mainstream class absences for special education students placed out of district.

8. Prepare a list of students absent the key 10 days:  Report 10 day absences to the guidance counselors and assistant principal or dean.  Prepare letters to the parents and appropriate officials.  Keep records of all truancy occurrences.

9. Prepare warning letter for those students who have been tardy for class 3, 4, 5 and 6 times.

10. Maintain teacher attendance records for Tyler SIS

11. Answer calls and return messages as assigned 

12. Enrollment numbers are given to the principal monthly

13. Complete various and periodic state reports

14. Update student and staff information from verification sheets on Tyler SIS

15. Check webpage for accuracy & working links

16. Perform other tasks as assigned






















HS ATHLETIC SECRETARY

August 2016

Reports To:  HS Athletic Director and HS Administration
Essential Functions:  To ensure that office tasks are properly assigned and completed and to provide all clerical, word processing, bookkeeping and computer support services for the athletic director.

Minimum Requirements and Qualifications:
· Excellent interpersonal skills
· Familiar with use of work processing applications
· Willing to be trained on the student data software
· Strong organizational skills

Tasks and Responsibilities:

Non-Instructional Tasks
1. Track and maintain athletic department data base.  (i.e. Physicals, IHSA Steroid Sign Off, Knight Pledge, Podcast verification, etc).  Communicate with the nurse’s office to share information regarding freshmen physicals and senior immunization records.
2. Entering all athletes, each season, into Tyler. Produce eligibility report each week and communicate that info to the coaches. 
3. Communicate weekly schedule of events to corresponding schools/opponents for the following week.  Send our rosters to opposing schools. 
4. Seasonally prepare and send out athletic contracts for all home events.  Maintain file of our contracts for both home and away events for every sport.
5.  Ensure that officials are scheduled for each home event, confirm with the officials the week before, confirm using SDS whether we have a W9 form on file, produce the necessary paperwork to pay the official.
6.  For each home event, line up all workers and produce the necessary paperwork to pay them.  In the winter, solicit sports teams and clubs to staff the concession stands. 
7.   Compile a list of seasonal Entry Fees we owe to other schools.  Generate the checks and send them to the schools.  Responsible for maintaining Athletic Imprest account using Quicken.  Generate monthly reconciliation report. 
8. Compile a list of season entry fees owed to us.  Process payments from other schools.  Follow up to make sure we receive all payments.
9.  Prepare bus requests for all coach’s away events and coordinate with transportation department.
10.  Prepare transportation binder for each coach: this binder should include a transportation parent sign out form and a copy of each athlete’s emergency medical information.
11.  Create rosters for every sport.
12.  Maintain athletic website.  This includes posting results, creating rosters, creating photo galleries, updating event information as needed.
13.  Get and prepare rosters from opponents for Varsity and Sophomore home events.
14.  Prepare (and purchase if necessary) certificates and order awards for every sport, every season.
15.  Organize each season’s Senior Recognition night.
16.  Sell PE uniforms, heart monitor straps, and locks; report inventory at the end of the year to head of PE department.
17.  Organize the following Invitationals/Tournaments: Eddington Cross Country (Sept)-JV Tennis Quad (Sept)-Girls Soph. Basketball Tournament (Nov)-JV Wrestling (Dec)-Varsity Wrestling (Jan)-Holmes Invite (Apr)-Peterson Prep (Apr)and Freshman Boys Track Invitational (May).
18.  Organize all State Series events held at Kaneland. 
19.  Organize Booster’s end of the year Senior Athletic Banquet; Invite list, send out invitations, collect replies and payments, order ALL awards for event.  Order plaques and pins.
20.  Prepare for home Cross Country meets and Track meets: XC needs course maps (update if necessary) and back up numbers and envelopes prepared: timing machine needs to be in proper timing mode (track or xc) and needs to be charged well before each meet.
21.  Work with AD to produce athletic department budget.  Order supplies for each sport.
22.  Process misc. PO’s for coaches during seasons.
23.  Produce and distribute Athletic Sports Passes as applications are received.
24.  Respond to various requests from the media to provide athlete photos and other requested info.
25.  Coordinate with the Sports Boosters.



































JOB DESCRIPTION FOR 
HIGH SCHOOL DEAN’S SECRETARY

August 2016

Reports to:  Dean of Students 

Essential Functions:
Discipline/Behavior secretary with overlapping attendance and miscellaneous functions.

Minimum Requirements and Qualifications:
· Excellent interpersonal skills
· Familiar with use of work processing applications
· Willing to be trained on the student data software
· Strong organizational skills

Tasks and Responsibilities:

Non-Instructional Tasks
1. Greet substitute teachers, distribute sub folders.
2. Process forms for internal subs.
3. Enter and maintain AESOP.
4. Enter all discipline/detention incidents into computer, distribute appropriate copies to faculty/staff.
5. File/maintain hard copy of discipline incidents.
6. Prepare detention study hall lists.
7. Record in computer served detentions.
8. Maintain Social Security Papers
9. Generate discipline reports for Dean of Students if needed.
10. Generate weekly, monthly, annual discipline statistic report data as needed..
11. Generate/prepare for mailing suspension letter; distribute appropriate copies.
12. Prepare/distribute no-shows detentions for Dean.
13. Maintain sub-folders (current lesson plans/seating charts/schedules) each semester.
14. Make student/staff id’s
15. Answer phones, field general questions, issue passes and take absence information to pass on to attendance secretary
16. Work collaboratively with all building support and certified staff
17. Complete general office duties as assigned by the building administration.
18. 2nd phone operator.
19. Generate and Maintain In School Suspension records.
20. Maintain Corrected attendance records in Tyler.
21. Record and Maintain records in Hero.
22. Other duties as assigned by administration.






























JOB DESCRIPTION FOR ASSISTANT DIRECTOR SMALL WORLD
August 2016
 
Reports To:  Small World Learning Center Director & FVCC Administration
 
Essential Functions:  To work collaboratively with Small World Learning Center staff, students and families and Fox Valley Career Center Administration.  	
 
Minimum Requirements:       	
1. Must meet general requirements for personnel as indicated in DCFS Licensing Standards Part 407.100
2. Shall be at least 21 years of age with a high school diploma or equivalent certificate (GED)
3. Shall have 60 semester hours of credit from an accredited college/university with eighteen (18) semester hours in child care and/or child development from birth to age six
or
4. Two years (3120 clock hours) of child development experience in a kindergarten or licensed facility, 30 semester credit hours with ten (10) hours directly related to child care and/or child development from birth to age six and proof of enrollment in an accredited college or university until two years of college credit have been achieved.  A total of eighteen (18) semester hours directly related to child care and/or development is required to be obtained within the two years of college credit.
or
5. Completion of the credentialing program approved in accordance with DCFS Licensing Standards for Day Care Centers Part 407 Appendix G, completion of twelve (12) semester hours in courses related to child care and/or child development from birth to age six at an accredited college/university and 2 years (3120 clock hours) of experience in kindergarten or licensed facility.
6. Must meet general requirements for personnel as indicated in DCFS Licensing Standards Part 407.100
a. Good physical/mental health per DCFS CFS 602
b. Professionalism
c. Flexibility
d. Inter and intrapersonal skills
e. Enthusiasm
f. Sensitivity to socioeconomic, cultural, ethnic and religious backgrounds, and individual needs and capabilities
 
 Tasks and Responsibilities:
 
1. Comply with DCFS mandated requirements
2. Communication with parents, staff and students
3. Work collaboratively with all childcare employees
4. Provide general and specific assistance to the Early Childhood Education Instructor / SWLC Director
5. Maintain and safe,  nurturing and clean environment that promotes growth in all areas of development
6. Maintenance of classroom supplies and equipment
7. Planning and implementing developmentally appropriate curriculum
8. Assist in role modeling/evaluation and teaching of high school students who are working with young children
9. Assist and mentor peers
10. Exhibit positive guidance techniques for both children and students
11. Assist with meal preparations
12. Complete minimum of 15 hours, per year, of professional development in which 6 pertain to children with disabilities
13. Model, assist and support the director with overall facility management
14. Assume leadership role in the director’s absence




JOB DESCRIPTION FOR
ELEMENTARY OFFICE SECRETARY

August 2016

Reports To:	Building Principal
Essential Functions:
To ensure that office tasks are properly assigned and completed and to provide all clerical, word processing, bookkeeping and computer support services for the principal

Minimum Requirements:
· Excellent interpersonal skills
· Lift 10 pounds
· Familiar with use of word processing applications
· Willing to be trained on the student data software
Tasks and Responsibilities:

Non-Instructional Activities:

1.	Prepare yearly budget forms for office supply needs and from requests submitted by
certified personnel.  Type purchase orders as approved by district budget. Acknowledge
materials as received.

2.	Maintain a complete and systematic set of records of financial transactions of the
elementary school.   The following are some financial duties assigned: Student Fees, Field
Trip Fees, Monthly Budget Report, Activity/Imprest Account, Payment Plans, Credit Card
payments, Payroll, Check Requests, All purchase orders, supplies & check in, Daily Bank Deposits, and Extended Day Kindergarten and Early Childhood payments.

3. 	Reconcile cancelled checks with bank statements and verify bank balances

4.	Create and revise forms as necessary to maintain accurate information and aid in the
efficient compilation of same

5.	Maintain supply inventory and needs for certified and non-certified

6.	Maintain book room supplies

7.	Maintain office filing system and student records, as needed

8.	Collect textbook rental fees and insurance fees and maintain an accurate accounting thereof

9.	Keep record of absences of certified and non-certified personnel and prepare Report of
Employee Absence as needed.  Keep record of substitutes for certified and non-certified
personnel and prepare payroll statements as needed.  Maintain a record of sick days, personal leave days and leave without pay used by certified and non-certified personnel.

10.	Prepare annual Student/Parent Handbook

11.	Place and receive telephone calls and record messages

12.	Assist Front Office Secretary with meeting and greeting all visitors to the building and use RaptorWare for check in

13.	Maintain Special Education files and schedules such as staffing schedule and staffing invites

14.	Distribute and manage copy cards to staff, student teacher, and any long term substitutes 

15.	Prepare and process correspondence for principal

16.	Manage substitutes for the building through the use of AESOP

17.	Manage and enter new hire paperwork, such as setting up the new staff member email request

18.	Manage SWIS reports for the principal

19.	Manage and update the room assignments, the map, directory, and mailbox signage

20.	Manage and count milk money and all reports for lunch services

21.	Assist in registering students and creating class placement and homeroom lists

22.	Manage maintenance and Schooldude requests

23.	Manage communication with technology for wifi access

24.	Manage end of the year check out procedures, including building inventory

25.	Collect and manage district required paperwork for staff (ie. GCN certification, Flexible
spending forms)

26.	Assist School Secretary with job duties as assigned

27.  	Create and assist with the development and delivery of communications to staff, parents  and
the community

28.  	Maintain student cumulative files

29.  	Maintain student records, assessment files, and transferring of withdrawn students
30.	Perform other duties as assigned



