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LEMOORE UNION ELEMENTARY SCHOOL DISTRICT 
Job Description 

 
Title:   Attendance Clerk  Reports to:   Site Administrator 
 
Department:   School Site Office 

 
Classification:  Classified 

 
FLSA Status:   Non-Exempt  

 
Work Year:  183 Days 

 
Board Approval:  June 15, 2021 

 
Salary Schedule: Classified, Range 5 

 
JOB SUMMARY: 
Under the supervision of the Site Administrator, perform a variety of clerical duties related to 
student attendance accounting and record-keeping activities at an assigned school site; contact 
parents and guardians to report and verify excused and unexcused absences; answer phones and 
greet and assist students, parents, staff and visitors; and perform related duties as assigned. 
 
ESSENTIAL FUNCTIONS: 

• Assist in entering and updating attendance codes; call parents to confirm student’s absence 
from school. 

• Serve as a receptionist; greet students, parents, staff and visitors; take and relay messages 
to and from parents and students; explain school policies and procedures as appropriate. 

• Monitor and maintain acceptable student behavior while in the office.  
• Verify excused and unexcused absences; verify period attendance; process and verify 

student absence information from parents, teachers and others; issue admittance forms to 
students who are late or returning after an absence; issue off-campus passes according to 
established guidelines. 

• Input and update attendance, enrollment and other student information into an assigned 
computer system; establish and maintain automated student records; generate a variety of 
computerized lists and reports related to student attendance data. 

• Prepare and maintain a variety of records, logs and files related to student attendance and 
assigned activities; complete absence verification forms according to established 
procedures; document tardiness as assigned.  

• Perform a variety of clerical duties such as typing and distributing correspondence, lists, 
bulletins and notices as assigned; receive, screen and distribute incoming mail; prepare and 
distribute bulk mailings as directed. 

• Communicate with personnel and outside agencies to exchange information and resolve 
issues or concerns. 

• Operate a variety of office equipment including a computer and assigned software. 
• Administer first aid and dispense approved medication to students in accordance with 

organizational policy as assigned. 
 
OTHER JOB-RELATED DUTIES: 
Perform related duties as assigned.  
 
REQUIRED QUALIFICATIONS: 
Knowledge of: 

• School office terminology, practices and procedures.  
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• Modern office practices, procedures and equipment.  
• Basic record-keeping techniques.  
• Correct English usage, grammar, spelling, punctuation and vocabulary.  
• Interpersonal skills using tact, patience and courtesy.  
• Proper telephone techniques and etiquette.  
• Basic first aid techniques. 

 
Ability to: 

• Perform a variety of clerical duties related to student attendance accounting and record-
keeping activities at an assigned school site. 

• Learn methods, procedures, policies and terminology used in accounting for student 
attendance. 

• Contact parents and guardians to report and verify excused and unexcused absences. 
• Operate a computer and assigned software and office equipment. 
• Learn, interpret, apply and explain applicable laws, codes, rules and regulations. 
• Answer telephones and greet the public courteously. 
• Establish and maintain effective working relationships with others.  
• Meet schedules and timelines.  
• Maintain a variety of records, logs and files. 
• Communicate effectively both orally and in writing. 
• Understand and follow oral and written instructions. 
• Complete work with many interruptions. 
• Administer first aid. 

 
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:  One (1) year of general clerical experience involving public contact. 
 
Licenses, Certificates and other Requirements: 

• Valid First Aid and CPR Certification issued by an authorized agency. 
 
WORKING CONDITIONS: 
 
Environment: Indoor/Office environment, fast-paced work 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.  

• Dexterity of hands and fingers to operate a computer keyboard. 
• Hearing and speaking to exchange information in person or on the telephone. 
• Sitting or standing 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.  
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• Lifting and/or carry up to 30 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.  


