
JOB DESCRIPTION 

PRESCOTT SCHOOL DISTRICT NO. 402-37 

 

JOB TITLE:  ASB CLUB ADVISOR (CO CURRICULAR) 

Knowledge Bowl, Pep Band, Drama, National Honor Society, Skills USA 

 

EXEMPT  YES       JOB CODE:  VARIES 

SALARY LEVEL:  $408 to $2,660 per year 

REPORTS TO: PRINCIPAL/SUPERINTENDENT 

    

PREPARED BY:  JODI THEW    DATE:  OCTOBER 5, 2018 

APPROVED BY: BRETT COX    DATE:  OCTOBER 5, 2018 
 

SUMMARY: Under the general supervision of the Principal, the Club Advisor is responsible for providing 

club programs related to academic coursework that instill cooperation, leadership, and direction to all interested 

junior/senior high students.  The advisor develops the annual club calendar, supervises club activities and 

performs other duties directly related to this position description.  The position may be identified according to 

the subject matter taught.  The club advisor conducts activities with assigned groups, organizes, promotes, and 

develops interest specific to the constitution of the group.   The club advisor will also cooperates with other staff 

members in conducting activities.  He/She will work under the supervision of the Principal. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned:  Work 

may occur beyond the school day.   

 Provides student leaders guidance in planning activities that are cultural, athletic, recreational, or social. 

 Instill a strong example of leadership and compliance with ASB rules and district guidelines 

 Guides students in the preparation of an annual ASB club budget for approval by the ASB executive 

officers and principal. 

 Supervises club fundraising activities, cash handling, and assists students with the required 

reconciliation process 

 Submits activities proposed by student groups to the ASB executive officers and principal for approval 

 Assist students with budget forecasts and the evaluation of fundraising activities 

 Works with the ASB club president to set the agenda and oversees ASB club meetings or practices 

 Works with the ASB club secretary to ensure meeting minutes are accurate and submitted to the district 

ASB secretary 

 Supervises club activities such as practices and competitions 

 Arranges district transportation and supervision for any off-campus events including purchase orders for 

costs associated with ASB transportation 

 Guides students in completing cash handling procures/reconciliations 

 Coordinates any club activity field trips which may include approval by the insurance company and 

school board for any overnight trips 

 Obtains necessary supplies through proper ASB purchase order procedures 

 Works within the ASB club budget to plan activities and pay membership fees 

 Knows and follows district policy and the ASB procedures manual provided by the Washington 

Association of School Business Officials (WSABO)  

 Takes reasonable precaution to protect life, health, and wellbeing of all persons participating in ASB 

activities 

 Keeps current with employees safety training, such as blood borne pathogens training, etc. 

 Follows all district policy and state ASB laws 

 

 



QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential job duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 Have related experience or education that connects to the club (for example the CTE teacher advising 

the Skills USA club, the Music teacher advising the Pep band). 

 Ability to read, analyze, and interpret appropriate information.  Ability to respond to common inquiries 

or complaints from parents. 

 Ability to work with mathematics concepts such as accurate budgeting, planning, and cost projections. 

 Have a positive record of handling public money 

 Have an ability to define problems, collect data, establish facts, and draw a valid conclusion.  Ability to 

deal with several abstract and concrete variables. 

 First Aid and CPR certification 

 Food handlers permit (if preparing food for public consumption) 

 

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential function for this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform essential functions.  While performing the duties of this 

job, the employee is regularly required to talk or hear.  The employee frequently is required to also, use hands to 

finger, handle or feel objects, tools, or controls; and reach with hands and arms, and stoop, kneel, crouch, or 

crawl.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by 

this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to 

adjust focus. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

  

* While performing the duties of this job, the employee may occasionally work in outside weather conditions. 

* The noise level in the work environment is usually moderate. 


