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I. Summary 
 

Provides high level administrative and clerical support to the Curriculum and Instruction 
Department by performing the following duties: 
 

II. Essential Duties and Responsibilities include the following:  Other duties may be 
assigned by a Curriculum Supervisor or their designee.  

             
 

• Provides school personnel with technical support with problems related to 
Curriculum and Instruction Purchasing. 

• Serves as backup receptionist for the Central Office as requested. 
• Ensures Somerset County purchasing polices are followed when purchasing for 

the Curriculum and Intruction Department or for the school system. 
• Provides vendor selection research ensuring cost/benefit analysis. 
• Enters requisitions in order to purchase materials, goods and supplies for the 

department and schools, ensuring requisitions are coded correctly, as supplied by 
Supervisors. 

• Submits purchase orders to vendor for order placement after requistions are 
converted to purchase orders by the Accounting Department. 

• Receives, unpacks and distributes materials. 
• Monitors accurate receipt of purchased materials and reports discrepancies to 

Supervisors and vendors. 
• Enters requisitions in order to purchase materials, goods and supplies for the 

department and schools. 
• Monitors goods and supplies inventory and orders replacements. 
• Interacts with supplies on a day to day basis ensuring the school system gets 

quality products for the best price. 
• Tracks the status of orders and ensures delivery of products are accurate. 
• Works with vendors on shipment returns or discounts due to under/over orders 

and damaged items. 
• Follows up with the Accounting Department to make sure invoices are paid in a 

timely manner. 
• Maintains all reports associated with purchasing of goods. 
• Types correspondence for staff as required – including invoices for small grants. 



• Maintains departmental filing of paperwork. 
• Assists the Grants and Medical Assistant Generalist with Clerical and 

Administrative tasks as requested. 
• Schedules meetings, appointments and travel for supervisors as requested. 
• Collaborates with administrators when needed on purchasing and administrative 

duties. 
   

 
III. Qualifications  
 
 To perform this job successfully, an individual must be able to perform each essential 

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. 

 
A. Education and/or Experience 

High School Diploma with at least three years’ experience in a financial or data 
management position.   Prior administrative and school system experience 
preferred. 
 

B. Certificates, Licenses, Registrations 
A valid driver’s license is required as there is local travel on an occasional basis. 

 
C. Language Skills 

Ability to read and interpret general policies, procedures, instructions and 
regulations,   Ability to write reports and correspondence as directed.  Ability to 
effectively present information and respond to questions from groups of students, 
administrators, parents and the general public. 
 

D. Mathematical Skills 
Ability to calculate figures and amounts such as discounts, interest and 
percentages.   Ability to apply concepts of basic arithmetic. 

 
E. Reasoning Ability 

Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety 
of instructions furnished in written, oral, diagram, or schedule form.   

 
F. Computer Skills 

To perform this job successfully, an individual should have advanced computer 
skills using spreadsheet, word processing and presentation software, preferably 
using Microsoft Office and Google Office products and applications.  Knowledge 
of the Internet and a variety of other software packages is also preferred.  Must 
have good keyboarding and data entry skills.  Pursues training and development 
opportunities to expand job knowledge as requested.  Previous experience 
working with an automated purchasing software program is preferred. 
 

G. Other Skills and Abilities 
Ability to communicate effectively, both orally and in writing, in a professional 
manner with a variety of individuals.  Must be able to handle confidential material 
and ensures the confidentiality of issues surrounding employees and potential 



employees and students.  Must be able to work with minimal supervision and 
possess strong organizational and time management skills. 

 
 H. Other Qualifications 

Must be able to travel to schools within the County and out of town for business 
meetings as necessary.  Must be dependable. Ensures work responsibilities are 
covered when absent. Arrives to meetings on time. 

 
 

IV. 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. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  Reports potentially unsafe conditions; Uses equipment and materials 
properly. 

 
 While performing the duties of this job, the employee is regularly required to talk or hear.  

The employee is frequently required to stand; walk and use hands to finger, handle, or 
feel.  The employee is occasionally required to sit and reach with hands and arms.  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 ability to adjust focus. 
 

V. 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 is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


