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Attendance/PEIMS Clerk (3Y 24-25)

Job Description

Major Responsibilities and Duties:
Records and Reports

. Collect and enter attendance and PEIMS data into an established database and verify
accuracy according to established procedures.

. Maintain student records and process requests for student information and transcripts.
Process new student records, including requesting transcripts and records from other schools.

. Assist parents, students, and faculty with guestions regarding student attendance.

Contact parents/guardians to verify student absences as needed and report attendance

problems to designated administrators.

. Compile, maintain, file and distribute all reports, records, and other documents as reguired
following established procedures.
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Once your application is complete, you will use
your user name and the password that you
create below to log into the Jobs area and to
edit and update your application.

Enter your current valid email address. We will

use the below email address for future
correspondence.
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