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LEMOORE UNION ELEMENTARY SCHOOL DISTRICT 

Job Description 

 

Title:    District Office Clerk Reports to:   Superintendent 

 

Department:   

 

District Office 
 

Classification: 

 

Confidential 

 

FLSA Status:   

 

Non-Exempt 
 

Work Year: 

 

12 months 

 

Board Approval:  

 

October 12, 2021 
 

Salary Schedule: 

 

Management/Confidential  

 

JOB SUMMARY: 
Under the supervision of the Superintendent, serve as a Receptionist; answer incoming calls and 

transfer calls to appropriate extensions; provide information and assistance to the general public, 

staff, parents and applicants; assist other personnel in the District Office; maintain confidentiality 

of sensitive and privileged information; provide oral and written translation and interpretation 

services as needed; and perform related duties as assigned. 

 

ESSENTIAL FUNCTIONS: 

 Serve as a Receptionist; answer telephone calls and direct calls to appropriate personnel; 

receive and relay messages as appropriate. 

 Receive, greet and direct visitors; respond to inquiries and provide a large variety of general 

information to personnel, students, parents and the general public; provide forms as 

needed; use independent judgment in making appropriate referrals. 

 Provide oral and written translation and interpretation between English and a designated 

secondary language as assigned by the position; provide interpretation services between 

parents and administrator as assigned by the position. 

 Call District substitutes as needed and perform related duties; relay information to school 

sites including the daily absence sheet, absence verifications and substitute payroll. 

 Prepare and maintain records on volunteers and chaperones including the volunteer 

application database, background clearances, volunteer location and TB clearance; prepare 

and maintain annual volunteer reports. 

 Serve as responsible for the daily routine office activities and clerical functions of the 

District Office and assist others when needed in areas including proofreading, composition 

of correspondence from draft or verbal instructions, filing, copying, copy distribution, 

purchase requests, expense reimbursements and advance warrants. 

 Sort and distribute incoming mail to the proper departments; prepare and distribute 

informational packets and bulk mailings as directed. 

 Maintain inventory of District office and breakroom supplies; order, receive and maintain 

appropriate levels of inventory as required. 

 Revise the District department and school site phone extension directory and distribute to 

staff regularly as directed. 

 Receive and ensure completeness of employment applications from applicants; collect 

funds and prepare expense reimbursements for criminal background checks of new 

employees; prepare ID cards for employees; assist in administering standard clerical, 

proficiency tests to applicants. 

 Assist other District Office employees with clerical assignments during absences of regular 

employees or during peak workload periods as needed. 
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 Assist with preparation for annual employee events; assist with the preparation of 

materials, documents and equipment for teacher recruitment fairs as needed. 

 Assist in maintaining and updating employee tuberculosis and Hepatitis B testing timelines 

and prepare standard notices as needed.  

 Operate a variety of office equipment including a computer and assigned software. 

 Provide front office receptionist coverage during staff meetings. 

 

OTHER JOB-RELATED DUTIES: 

 Perform related duties as assigned.  

 

REQUIRED QUALIFICATIONS: 

Knowledge of: 

 Current office terminology, practices, procedures and equipment. 

 Telephone techniques and etiquette. 

 Interpersonal skills using tact, courtesy and diplomacy. 

 Modern office practices, procedures and equipment. 

 Correct English and designated secondary language usage, grammar, punctuation, 

spelling and vocabulary. 

 

Ability to: 

 Answer telephones and greet the public courteously.  

 Learn and explain organization, procedures and policies of assigned office. 

 Provide information, directions and assistance. 

 Maintain confidentiality of sensitive and privileged information. 

 Receive, sort and distribute mail. 

 Perform general clerical support duties including typing, filing and duplicating. 

 Maintain routine records. 

 Type and input data at an acceptable rate of speed. 

 Operate a computer, assigned software and office equipment. 

 Communicate effectively both orally and in writing in English and a designated 

secondary language. 

 Complete work with many interruptions.  

 Establish and maintain cooperative and effective working relationships with others. 

 Complete work with many interruptions. 

 

EDUCATION AND EXPERIENCE:  Any combination of education and experience that could 

likely provide the required knowledge, skills and abilities is qualifying.  A typical way to obtain 

the knowledge, skills and abilities would be: 

 

Education:  High school diploma or equivalent GED.  

 

Experience:  Two (2) years of general clerical and secretarial experience in an office setting. 

 

Licenses, Certificates and other Requirements: Some incumbents in this classification may be 

required to demonstrate proficiency in English and a designated second language. 

 

WORKING CONDITIONS: 
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Environment: Indoor/Office environment, fast-paced environment with changing priorities. 

 

Physical Demands: The physical demands described here are representative of those that must 

be met by an employee to successfully perform the essential functions of this job.  

 Hearing and speaking to exchange information in person or on the telephone. 

 Dexterity of hands and fingers to operate a computer keyboard. 

 Sitting for extended periods of time.  

 Vision to read a variety of materials. 

 Bending at the waist, kneeling or crouching to file materials. 

 Reaching overhead, above the shoulders and horizontally to retrieve files and materials. 

 Lifting, carrying, pushing and/or pulling up to 10 pounds or more. 

 

 

 

Employee: ________________________________________________ Date: ______________ 

 

 

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.  

  

Lemoore Union Elementary School District is an Equal Opportunity Employer. The 

information contained in this job description is for compliance with the Americans with 

Disabilities Act (A.D.A). Reasonable accommodations are made under (A.D.A.) as required by 

law.  


