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Job Title: Clerk E.S.L.               Exemption Status: Non-Exempt 

Reports to: Campus Principal/Federal Programs Director               Pay Grade: 03 

Works with:     Middle/High School Students                                          Days: 207 

Dept. /School: Secondary Campuses                 Date Revised:  07/23/2020 

 
Primary Purpose: 

To provide assistance to students and parents regarding the education and placement of students 
who are limited English proficient.   

Prerequisites: 

 High School Diploma or GED  
 

Special Knowledge/Skills: 
 
 Strong working knowledge of computer hardware and software 
 Ability to work with immigrant students and other LEP students 
 Ability to work with parents and students 
 Ability to follow direction to create reports 
 Ability to develop reports in a timely manner  
 Strong communication, and interpersonal skills 
 Ability to function as a member of a team  
 Strong organizational skills 
 Minimum three years experience in similar job assignment.   

Major Responsibilities and Duties: 

1. Work with parents and students to ensure proper assistance to secondary LEP students. 
2. Determine student needs by collecting, analyzing, and reporting data to PEIMS and Bilingual 

Director. 
3. Appropriately handle confidential and security-sensitive information. 
4. Adhere to policy and procedures and coordinate parent meetings. 
5. Work with parents of LEP students as deemed necessary. 
6. Demonstrate behavior that is professional, ethical, and responsible and serve as a role model for 

all district staff. 
7. Assist in providing LEP student data. 
8. Work with counselors and Attendance clerk to ensure appropriate placement for recent 

immigrants and LEP students. 
9. Other duties as assigned. 

 
 
This document describes the general purpose and responsibilities assigned to this job and is not an exhaustive list of all 
responsibilities and duties that may be assigned or skills that may be required. 
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