Consent Agenda - Regular School Board Meeting
Duluth Public Schools, ISD 709
Agenda
Tuesday, October 21, 2025
District Services Center
709 Portia Johnson Dr.
Duluth, MN 55811

6:30 PM

1. Consent Agenda
A. Approval of Minutes from Past School Board Meetings
1) Regular School Board Meeting - September 16, 2025 4
B. Approval of Action Items
1) Human Resources

a. HR Staffing Report 7
b. Other Action Items
(1) Job Description — Cafeteria Helper 8
(2) Job Description - Cafeteria Helper 11 11
(3) Job Description - Cafeteria Manager 14
(4) Job Description - Federal Programs Clerical 18
(5) Job Description - Finance Clerical 22
(6) Job Description - ALC/AEO Clerical 26
(7) Job Description - American Indian Education Clerical 29
(8) Job Description - Career Center Clerical 32
(9) Job Description - Community Education Clerical 35
(10) Job Description - Duluth Adult Education Clerical 39
(11) Job Description - Early Childhood Programs Clerical 42
(12) Job Description - Early Childhood Screening Clerical 46
(13) Job Description - Elementary School Clerical 49
(14) Job Description - Elementary School Attendance Clerical 52
(15) Job Description - Enrollment and Student Data Specialist 55
(16) Job Description - Facilities Clerical 59
(17) Job Description - High School Attendance Clerical 63
(18) Job Description - High School Clerical 66
(19) Job Description - High School Registrar 70
(20) Job Description - Middle School Attendance Clerical 73
(21) Job Description - Middle School Clerical 76
(22) Job Description - HRIS/Payroll Supervisor 79
(23) Job Description - Payroll Clerical 83
(24) Job Description - Payroll Specialist 87
(25) Job Description - Purchasing Clerical 91
(26) Job Description - School Activities Treasury Clerical 95
(27) Job Description - Senior Residential Clerical 98
(28) Job Description - Special Services Clerical 102
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(29) Job Description - Technology Clerical 106

(30) Job Description - Transportation Clerical 109
2) Finance

a. Financial Report 113
b. Fundraisers 114
c. Bids, RFPs and Quotes

(1) BID #1341 - Roof Replacement Project - DNT Building 116

(2) RFP #330 - Roof Replacement Project - Stowe Elementary 120
d. Contracts, Change Orders, [ eases

(1) CONTRACT - Bond Purchase Agreement - General 124

Obligation Capital Appreciation Facilities Maintenance Bonds,

Series 2025A

(2) CONTRACT - Underwriting Engagement Letter - Multiple 138

Offerings - Bond Series 2025A, 2025B
3) Items Brought Forward From the Monthly Committee of the Whole Meeting

4) Other
a. Diploma Requests 146
b. Field Trip Requests
(1) Lester Park Extended Field Trip Wolf Ridge 151

c. Data Sharing Agreements
C. Approval of Policy Readings

1) First Readings

a. 303 Superintendent Selection 155
b. 304 Superintendent Contract, Duties, and Evaluation 156
c. 306 Administrator Code of Ethics 157
2) Second Readings
a. 301 School District Administration (replacing 2055 Quality of 159
Work Life - Philosophy)
b. 305 Policy Implementation (replacing 2070 Policies, Regulations 162
and Bylaws)
3) Policies for Review
a. 416 Drug, Alcohol, and Cannabis Testing 165
b. 621 Literacy and the Read Act 235
c. 508 Extended School Year for Certain Students with 253
Individualized Education Plans
d. 101.1 Name of the School District 257
e. 101 Legal Status of the School District 259
4) Policies for Deletion
a. 1100 Public Performances by Students 265
b. 3000 Series
(1) 3020 Tuition Fees for Incoming Non-Residents 267
(2) 3025 Tuition Fees - Outgoing Resident 269
(3) 3030 Material Fees 271
(4) 3035 Sale and Disposal of Equipment 273
(5) 3050 Funds Management 275
(6) 3055 Purchasing 277
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(7) 3130 Maintenance and Operation of Plant 279

(8) 3137 Memberships in Community Organizations 283
(9) 3155 Transportation - Responsibility of Teachers 285
(10) 3180 Child Nutrition 289
(11) 3185 Child Nutrition Commodities 293

D. Approval of Committee Reports
By approving Committee Reports, the board acknowledges and approves all
informational and action items represented in the Regular School Board Meeting Report
of each committee.
1) Monthly Committee of the Whole - October 7, 2025 295
2) Policy Committee - October 9, 2025 327
3) Human Resources/Business Services Committee - October 13, 2025
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. Distri .
Regular School Board Meeting ;3;“;25;31:;350?5?

Tuesday, September 16, 2025 6:30 PM Central Duluth, MN 55811

1. Call to Order
at 6:34 p.m.

2. Roll Call
3. Pledge of Allegiance

4. Approval of the Agenda
Move to Approve the Agenda. This motion, made by Henry Banks and seconded by Amber

Sadowski, Passed.

Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea

Yea: 7, Nay: 0

5. School and Community Recognition
Superintendent Magas presented the School and Community Recognition.

6. Report of the Superintendent

6.A. Reports from Student School Board Representatives
Student Representative Dean presented the East Student Report.

6.B. Superintendent's Report

Superintendent Magas presented the Superintendent's Report.
Topics Included:

Student Representative Reports

Start of the Year Updates

Duluth Promise Update

Board Work Session Update

2024-25 Superintendent Evaluation and 2025-26 Goals Update
Other

6.C. Schedule of Meetings and Events
7. Report of Standing Committees
7.A. Committee of the Whole

7.A.1) Monthly Committee of the Whole (September 4, 2025)
Assistant Superintendent Bonds presented the Committee of the Whole Report

7.B. Human Resources/Business Services Committee (September 8, 2025)
Member Sadowski presented the Human Resources/Business Services Committee Report.

7.C. Policy Committee (September 11, 2025)
Member Loeffler-Kemp presented the Policy Committee Report.



8. General Board Committee Updates

Member Sadowski provided an update on the Head Start Parent Advisory Committee.
Member Lofald provided an update on the Quality Steering Committee, the Minnesota State
High School League, and the Inter-Governmental Committee.

9. Consent Agenda

Move to Approve the Consent Agenda. This motion, made by Rosie Loeffler-Kemp and
seconded by Jill Lofald, Passed.

Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea

Yea: 7, Nay: 0

10. Resolutions from Committee Reports

10.A. B-9-25-4120 - Maximum Levy Certification

Move to Approve Resolution B-9-25-4120 Maximum Levy Certification. This motion, made
by Amber Sadowski and seconded by Sarah Mikesell, Passed.

Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea
Yea: 7, Nay: 0

Discussion was had.

10.B. B-9-25-4121 - Acceptance of Donations to Duluth Public Schools
Move to Approve Resolution B-9-25-4121 Acceptance of Donations to Duluth Public Schools.
This motion, made by Jill Lofald and seconded by Stephanie Williams, Passed.
Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea
Yea: 7, Nay: 0

11. Special Resolutions and Action Items

11.A. E-9-25-4122 Designation of Identified Official with Authority (IOwA) for Head Start
Move to Approve E-9-25-4122 Designation of Identified Official with Authority (IOwA) for
Head Start. This motion, made by Rosie Loeffler-Kemp and seconded by Stephanie Williams,
Passed.

Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea
Yea: 7, Nay: 0

11.B. Approval of Office of Head Start Supplemental Nutrition Application

Move to Approve the Office of Head Start Supplemental Nutrition Application. This motion,
made by Jill Lofald and seconded by Amber Sadowski, Passed.

Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikescll: Yea, Amber Sadowski: Yea, Stephanic Williams: Yea
Yea: 7, Nay: 0

11.C. Approval of Community Education Director Individual Contract

Move to Approve the Community Education Director Individual Contract for Nathan
Chapman. This motion, made by Amber Sadowski and seconded by Rosie Loeffler-Kemp,
Passed.



Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea
Yea: 7, Nay: 0

11.D. Approval of the Minnesota Department of Education (MDE) Review and Comment
Move to Approve the Minnesota Department of Education (MDE) Review and Comment.
This motion, made by Amber Sadowski and seconded by Jill Lofald, Passed.

Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah
Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea

Yea: 7, Nay: 0

Discussion was had on the commissioner's determination of a review and comment and the
district's approved achievement and integration plan findings.

12. Questions / Other

13. Adjournment
Move to Adjoum at 7:59 p.m. This motion, made by Henry Banks and seconded by Stephanie

Williams, Passed.
Henry Banks: Yea, Kelly Durick Eder: Yea, Rosie Loeffler-Kemp: Yea, Jill Lofald: Yea, Sarah

Mikesell: Yea, Amber Sadowski: Yea, Stephanie Williams: Yea
Yea: 7, Nay: 0

Chair Durick Eder Clerk Mikesell




HUMAN RESOURCES ACTION ITEMS FOR: October 21, 2025

CERTIFIED APPOINTMENT
AMOATENG, JACLYN V
BREILEIN, ALEXANDRA L
HANNU, DEBRA A
HELBACKA, JESSIE M
HELBACKA, JESSIE M

LIND, AMBER D

CERTIFIED LEAVES
BAMBENEK, AMY N
GOODMAN, LAURA K
ZADDACK, AMBER L

CERTIFIED RESIGNATION
KEENEY, MCKENZIE K

CERTIFIED RETIREMENT
DALBEC, SHARON M

NON-CERT APPOINTMENT
ACKER, NORA A
BURKHALTER, DANIEL F D
CHAPMAN, NATHAN L
CONLEY, TOREN G
ENGEN, KALE K
ERICKSEN, JACOB J
ERICKSON, ANITA
GOERDT, JASMINE M
GUTHRIE, ROBERT L
HOFFMAN, JANE D
JOHNSON, CASSANDRA L
JOHNSON, STEVEN R
JONDREAU, KIRSTEN A
JONES, PATTY L

LIND, JULIE A

LORICH, NICOLE J
MCCORMICK, JOSEPH J
MELTON, JEFFERY R
MUCKALA, SARAH J
NELSON, JESSIE L
NORDLUND, ANGEL M
PANK, KEALEY C
PARRENT, ALAN R
PASCHKE, MARY L
PETERSON, TAMMI L
PLASCENCIA, CRISTINA V
PULKRABEK, ABIGAIL A
RAMBERG, ABBY M
REAMER, BONNIE L
RENNEBERG, JESSICA L
RICKE, ISABELLA A
SMITH, STEVEN W
SOMERS, JACQUELINE M
SORVIK-LAROSEE, MICHELE L

NON-CERT LEAVES

DAVIS, DEBRA A
DEFRANG, DARCIE L
KARON, MARIA M
MARSHALL, HOLLY J
MAYVILLE, RICHARD A
NELSON, KATHRYN A
OHARA, AMANDA R
RENNQUIST, JEAN-PAUL F
SETTERGREN, GERALDINE J

NON-CERT RESIGNATION
CARTER, WILLIAM D
DROUILLARD, IAN T
DUBOIS, JENNIFER R
GROVER, SUSAN M
HASKINS, JASMINE R
HEINZEN, AMANDA J
HOLL, DEBRA L
NORDLUND, ANGEL M
RATAJEK, GINA M
SEVERANCE, THERESA C
SEYMOUR, CASSANDRA K

NON-CERT RETIREMENT
MCKEEVER, JUDITH M

POSITION

SPED SMI/DCD SETTING |ll TEACHER/ORDEAN EAST, (BA) Ill, 1, 1.0, MICKELSON H.
HOURLY TEACHER/DAE, UP TO 14HRS/38WKS, $30.00/HR

LTS ELEMENTARY ART/LESTER PARK, (MA+45) IV, 9, 1.0, KERKHOF L.
BUSINESS/ECONOMICS TEACHER/DENFED, (BA) IlI, 8, 0.4, GIZAS S.

CTE COLLEGE AND CAREER READINESS/DENFELD, (BA) Ill, 8, 0.2, GIZAS S.

LTS SPED RESIDENTIAL TEACHER/MERRITT CREEK, (BA) Ill, 1, 1.0, HOPEN E.

POSITIONS

TCHR GRADE 1

TCHR ECFE PARENT EDUCATOR
TCHR SPED ECSE

POSITION
SPED SECONDARY RESOURCE - EAST HS

POSITION
SPED RESIDENTIAL TEACHER - MERRITT CREEK ACADEMY

POSITION

OSS-INTERMEDIATE/PRESCHOOL,HEADSTART, 40/43WKS, $19.85/HR, MCGREW P.
HOURLY MONITOR/LOWELL, UP TO 23 HRS/38WKS, $15.00/HR

COMMUNITY ED DIRECTOR/DISTRICT WIDE, 52WKS, $120,000/YR/INDEPEDENT CONTRACT, RUPP J.
NUTRITIONAL SERVICE ASST/DENFELD, 23.75/38WKS, $15.68/HR, BATTEES S.

TECH TUTOR PARA/EAST, 35/38WKS, $22.34/HR, WILCZEK C.

CUSTODIAN/0.5 DENFELD, 0.5 LAURA MACARTHUR, 40/52WKS, $18.05/HR
NUTRITIONAL SERVICE ASST/LAURA MACARTHUR, 20/38WKS, $15.68/HR, ZOLTEK L.
SPED BUILDING WIDE PARA/MYERS-WILKINS, 31.25/38WKS, $19.23/HR, DRAGSTEN M.
NUTRITIONAL SERVICE ASST/LINCOLN PARK, 17.5/38WKS, $15.68/HR, LAUGER R.
HOURLY MONITOR/LOWELL, UP TO 23 HRS/38WKS, $15.00/HR

SPED PROGRAM PARA/CONGDON PARK, 31.25/38WKS, $20.45/HR, HUGHLEY M.
HUMAN RESOURCES MANAGER/DISTRICT WIDE, 40/52WKS, $1,997/WK, COOK C.

SPED BUILDING WIDE PARA/LESTER PARK, 31.25/38WKS, $20.80/HR, FALTEISEK M.
NUTRITIONAL SERVICE ASSISTANT/CONGDON, 15/38WKS, $15.68/HR, TURNMIRE K.
HEALTH ASSISTANT LPN PARA LTS/DISTRICT WIDE, 33.75/38WKS, $28.35/HR, ROE B.
HOURLY MONITOR/LAKEWOOD, UP TO 23 HRS/38WKS, $15.00/HR

SPED STUDENT SPECIFIC PARA/CHESTER CREEK, 31.25/38WKS, $20.19/HR,
COORDINATOR OF AMERICAN INDIAN ED/DISTRICT WIDE, $1,916/WK, 48WKS, WHITE S.
SUPERVISORY PARA/EAST, 33.75/38WKS, $19.23/HR, LAYMAN A.

HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR

NUTRITIONAL SERVICE ASST/LINCOLN PARK, 30/38WKS, $15.68/HR, DUBOIS J.
NUTRITRIONAL SERVICE ASSISTANT/LAURA MACARTHUR, 20/38WKS, $15.68/HR, ZOLTEK L.
PRESCHOOL PARA/PIEDMONT, 23/38WKS, $19.23/HR, TERESI W.

HOURLY FOOD SERVICE/DISTRICT WIDE, UPT TO 12HRS/38WKS, $14.50/HR

SPED BUILDING WIDE PARA/MYERS-WILKINS, 31.25/38WKS, $21.81/HR,

HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR

SPED PROGRAM PARA/CONGDON, 31.25/38WKS, $21.68/HR, LUNDORFF J.

HOURLY FOOD SERVICE/DISTRICT WIDE, UPT TO 12HRS/38WKS, $14.00/HR

HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR
OSS-INTERMEDIATE/CAREER CENTER-EAST, 23/38WKS, $19.85/HR, HOLLIDAY C.

SPED BUILDING WIDE KEYZONE PARA/LOWELL, 7.5/38WKS, $20.39/HR, KREAGER D.
SPED BUILDING WIDE ECSE PARA/DISTRICT WIDE, 31.25/38WKS, $20.39/HR, MOTZKO L.
HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR,

INTRUCTIONAL PARA/LAURA MACARTHUR, 31.25/38WKS, $19.23/HR, LINDULA R.

POSITIONS

CHILD NUTRITION ASST - LOWELL ES

BUS HELPER

NON CERT LEAVE

HEALTH ASST LPN PARA - LESTER PARK ES

NON CERT LEAVE

SPED BW PARA - MYERS-WILKINS ES

CHILD NUTRITION ASST - LOWELL ES

CERT INTERMITTENT LEAVE

NON CERT LEAVE HEALTH ASST LPN PARA-EAST

POSITION

SUPERVISORY PARA - EAST HS

CHILD NUTRITION ASST - LAURA MACARTHUR ES
CHILD NUTRITION ASST - LINCOLN PARK MS

CHILD NUTRITION ASST - EAST HS

HRLY CHILD NUTRITION HELPER - CONGDON PARK ES
CHILD NUTRITION ASST - EAST HS

SPED PARA SETTING I1I/IV - PIEDMONT ES

CHILD NUTRITION ASST - LINCOLN PARK MS

SCHOOL BUS DRIVER Il - TRANSPORTATION

EXEC DIRECTOR HR & OPERATIONS - DSC

SPED PROG PARA SETTING IIl/IV - LAURA MAC - REVISED DATE

POSITION
SPED BW PARA - CONGDON PARK ES

EFFECTIVE DATES

09/29/2025
09/17/2025
09/15/2025
09/29/2025
09/29/2025
10/01/2025

EFFECTIVE DATES

01/10/2026
10/14/2025
12/08/2025

02/21/2026
12/23/2025
12/22/2025

EFFECTIVE DATES

09/26/2025

EFFECTIVE DATES

06/30/2026

EFFECTIVE DATES

09/09/2025
09/10/2025
09/08/2025
09/24/2025
09/11/2025
10/06/2025
09/30/2025
10/13/2025
09/29/2025
10/01/2025
09/17/2025
10/03/2025
10/06/2025
09/18/2025
09/17/2025
09/22/2025
10/13/2025
09/29/2025
09/24/2025
09/22/2025
09/22/2025
09/18/2025
09/10/2025
09/29/2025
09/23/2025
09/10/2025
10/13/2025
09/23/2025
09/10/2025
09/15/2025
09/29/2025
09/08/2025
09/22/2025
09/15/2025

EFFECTIVE DATES

09/24/2025
09/22/2025
10/01/2025
09/16/2025
01/09/2025
10/23/2025
09/22/2025
09/05/2025
10/06/2025

09/29/2025
09/30/2025
11/28/2025
09/19/2025
04/09/2026
10/31/2025
09/26/2025
10/10/2025
11/11/2025

EFFECTIVE DATES

10/02/2025
09/02/2025
09/07/2025
09/09/2025
06/06/2025
09/04/2025
10/08/2025
10/02/2025
06/30/2025
10/10/2025
09/05/2025

EFFECTIVE DATES

10/01/2025



~ Du I ut h POSITION DESCRIPTION
=

© Public Schools SECTIONI: GENERAL INFORMATION

Position Title: Departmept:

Cafeteria Helper Child Nutrition

Immediate Supervisor’s Position Title: FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Food Service

General Summary of Purpose Of Job:

The Cafeteria Helper works under the direct supervision and receives work direction from the School Cafeteria
Manager. This role provides essential support in the daily operations of the school food service program, focusing on
the preparation, serving, and cleanup of meals. The Nutrition Services Assistant directly assists the Cafeteria Manager
in all aspects of meal production, contributes to maintaining a clean and safe kitchen environment, and helps with basic
record-keeping and cash register operations to ensure efficient meal service..

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Supports the Cafeteria Manager and other assigned staff in the preparation and setup for meals, strictly
adhering to proper sanitary practices and food safety procedures.

2. | Prepares various food components such as salads, sandwiches, and vegetables according to standardized
recipes and instructions provided by the Cafeteria Manager.

3. Serves food to students and staff at various food service stations, ensuring accurate portion control in
accordance with established food service procedures.

4. | Operates the point of sale computer to track meal participation and handle financial transactions. Assists
the Cafeteria Manager by accurately recording and updating departmental activities and records using
the food service computer.

5. | Provides assistance to the Cafeteria Manager in conducting physical inventory counts, receiving
deliveries, and in organizing and tracking food supplies.

6. | Performs essential cleaning and sanitation responsibilities, including dishwashing, cleaning food
preparation equipment, counters, serving areas, and ensuring the proper storage of food supplies.

7. | Follows all federal, state, and local regulations regarding safety, sanitation, and food handling protocols
within the kitchen and serving areas, as directed by the Cafeteria Manager.

8. Safely operates various food service equipment used in daily operations, such as ovens, grills,
dishwashers, and food processors, under the guidance of the Cafeteria Manager.

9. | Adheres to daily work schedules and specific duties outlined by the Cafeteria Manager to ensure all
menu components are ready for meal service on time.

10. | Collaborates effectively with the Cafeteria Manager and other team members, contributes to a
harmonious work environment, and communicates clearly.

11. | Perform other duties as required by the Cafeteria Manager, contributing to the overall efficiency and
success of the food service program.




SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum of six (6) months of work-related experience in a food preparation facility or kitchen; or an
equivalent combination of education, training, and/or experience necessary to successfully perform the essential
functions of the work.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

* Basic food preparation procedures and methods used in institutional food preparation.

* Basic food safety and sanitary procedures involved in the preparation and storage of food items and materials.
* Basic math and record-keeping principles.

* Basic computer operations.

Skills

*  Operate standard food service equipment (e.g., ovens, dishwashers, slicers).

»  Perform cashier duties and operating a cash register accurately.

* Use computer-based food service software for tracking meals and records.

* Communicate effectively and professionally with supervisors, coworkers, and students.
» Following verbal and written instructions.

* Adhere to schedules, timelines, and safety procedures..

Abilities

*  Work effectively and efficiently in a fast-paced kitchen environment.

* Learn and adapt to new procedures and equipment.

*  Work cooperatively as part of a team.

* Follow established routines and procedures accurately.

* Organize and prioritize work based on production needs.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
9 Occasionally Frequently




Stand

Walk

Sit N

Use hands dexterously (use fingers to handle,
feel)

<] 2] [<]<]

Reach with hands and arms

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear

Taste and smell

P P

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs. \

Up to 50 Ibs.

Up to 100 lbs.

<2 < |2

More than 100 Ibs.

Vision Requirements: Yes No

No special vision requirements

Close Vision (20 in. of less)

< |2 |<2]

Distance Vision (20 ft. of more)

Color Vision

Depth Perception N
Peripheral Vision N

General Environmental Conditions:

Work is constantly performed in wet or humid (non-weather) conditions such as dish room areas; near moving mechanical parts,
such as slicers and choppers; and, in the extreme heat of an operational kitchen. Frequently, work is performed where there is a risk
of electrical shock in wet areas where there is also (grounded) electrical equipment. Occasionally, work is performed in extreme
cold, such as in freezers; and, where fumes or airborne particles, such as oven sprays, are present. The typical noise level is
considered to be loud.

General Physical Conditions:

Work can be generally characterized as:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds
of force constantly to move objects.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 7/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ Du I ut h POSITION DESCRIPTION
=

© Public Schools SECTIONI: GENERAL INFORMATION

Position Title: Departmept:

Cafeteria Helper II Child Nutrition

Immediate Supervisor’s Position Title: FLSA Status

Supervisor of Child Nutrition Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Food Service

General Summary of Purpose Of Job:

The Cafeteria Helper II works under the direct supervision of the School Cafeteria Manager, providing essential
support in the daily operations of the school food service program. This role is responsible for the preparation and
cooking of large quantities of food, serving meals, and ensuring comprehensive cleanup. The Helper II plays a key role
in supporting the Manager, is proficient in POS operations, and is prepared to fill in for the Manager in their absence,
contributing to a high standard of food safety, efficiency, and customer service.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Supports the Cafeteria Manager and other assigned staff in meal preparation and setup, ensuring strict
adherence to all federal, state, and local food safety, sanitation, and handling regulations, including Safe
Serve principles.

2. | Under management advisement, determines, prepares and cooks large qualities of food components
such as salads, sandwiches, main entrees and vegetables according to standardized recipes and
instructions provided by the Cafeteria Manager.

3 Serves food to students and staff at various food service stations, ensuring accurate portion control in
accordance with established food service procedures. Also sets up service lines.

4. | Operates the point of sale computer as cashier to track meal participation and handle financial
transactions. Assists the Cafeteria Manager by accurately recording and updating departmental activities
and records using the food service computer.

5. | Provides assistance to the Cafeteria Manager in conducting physical inventory counts, receiving
deliveries, and in organizing and tracking food supplies and post-service clean up.

6. | Performs essential cleaning and sanitation responsibilities, including dishwashing, cleaning food
preparation equipment, counters, serving areas, and ensuring the proper storage of food supplies.

7. Safely operates various food service equipment used in daily operations, such as ovens, grills,
dishwashers, and food processors, under the guidance of the Cafeteria Manager.

8. | Adheres to daily work schedules and specific duties outlined by the Cafeteria Manager to ensure all
menu components are ready for meal service on time.

9. | Collaborates effectively with the Cafeteria Manager and other team members, contributes to a
harmonious work environment, and communicates clearly.

10. | Perform other duties as required by the Cafeteria Manager, contributing to the overall efficiency and
success of the food service program.

11




SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum of one (1) year of work-related experience in a food preparation facility or kitchen; or an equivalent
combination of education, training, and/or experience necessary to successfully perform the essential functions
of the work.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

A Minnesota Safe Serve Certificate.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

General food preparation procedures and methods used in institutional food preparation.

Comprehensive food safety and sanitary procedures involved in the preparation and storage of food items and
materials.

Basic math and record-keeping principles.
Basic computer operations.

Skills

Operate standard food service equipment (e.g., ovens, dishwashers, slicers).

Perform cashier duties and operating a cash register accurately.

Use computer-based food service software for tracking meals and records.
Communicate effectively and professionally with supervisors, coworkers, and students.
Following verbal and written instructions.

Adbhere to schedules, timelines, and safety procedures.

Assist the manager in daily operations and basic problem-solving.

Abilities

Work effectively and efficiently in a fast-paced kitchen environment.

Learn and adapt to new procedures and equipment.

Work cooperatively as part of a team.

Follow established routines and procedures accurately.

Organize and prioritize work based on production needs.

Assume responsibility for daily operations in the Cafeteria Manager’s absence.

12




PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently

Stand

Walk

Use hands dexterously (use fingers to handle,
feel)

\/

\/
Sit \

\/

\/

Reach with hands and arms

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear

Taste and smell

e P

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs. \

Up to 50 Ibs.

Up to 100 lbs.

<2 < |2

More than 100 Ibs.

Vision Requirements: Yes No

No special vision requirements

Close Vision (20 in. of less)

< |2 |<2]

Distance Vision (20 ft. of more)

Color Vision

Depth Perception N
Peripheral Vision N

General Environmental Conditions:

Work is constantly performed in wet or humid (non-weather) conditions such as dish room areas; near moving mechanical parts,
such as slicers and choppers; and, in the extreme heat of an operational kitchen. Frequently, work is performed where there is a risk
of electrical shock in wet areas where there is also (grounded) electrical equipment. Occasionally, work is performed in extreme
cold, such as in freezers; and, where fumes or airborne particles, such as oven sprays, are present. The typical noise level is
considered to be loud.

General Physical Conditions:

Work can be generally characterized as:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds
of force constantly to move objects.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 7/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ Du I ut h POSITION DESCRIPTION
=

© Public Schools SECTIONI: GENERAL INFORMATION

Position Title: Departmept:
School Cafeteria Manager Child Nutrition
Immediate Supervisor’s Position Title: FLSA Status
Supervisor of Child Nutrition Non-Exempt
Pay Grade Assignment: Bargaining Unit:
Food Service

General Summary of Purpose Of Job:

The School Cafeteria Manager is a lead worker responsible for coordinating and overseeing all operational aspects of a
complex, high-volume school food service program. As a senior member of the Child Nutrition team, this role provides
work direction, guidance, and expertise to staff, ensuring the preparation of nutritious, appealing meals and the
consistent adherence to safety and sanitation standards. The manager is also responsible for managing financial records,
inventory, and administrative tasks, fostering a collaborative work environment, and serving as a central point of
communication for the cafeteria.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. | Lead and coordinate the activities of Child Nutrition staff, providing work direction and guidance to
accomplish food preparation and service tasks.
2. | Provide on-the-job training and mentorship to staff, assisting them with work assignments and
procedures.
3. | Determine quantity and type of food to prepare, adjusting standardized recipes and portion sizes for a
large student population.
4. | Oversee all daily financial transactions, including reconciling daily monetary transactions, bank
deposits, and cash drawers per departmental policy.
5. | Administer and maintain accurate daily records for financial transactions, inventories, meal production
counts, and other required operational reports.
6. | Develop daily work schedules and outline specific duties to ensure all multiple menu components,
including ala care and main line items, are ready for meal service on time.
Make decisions regarding food quality control, evaluating food for flavor, appearance, and temperature
to ensure items are acceptable to students and staff.
7. | Ensure food is prepared and served according to all federal, state, and local regulations, providing
guidance to staff on safety, sanitation, and food handling protocols.
8. | Maintain high standards of safety and sanitation in the work environment, ensuring that staff follow all
required procedures in the kitchen and serving areas.
9. | Order all food, supplies, and equipment for the cafeteria to cover planned menus and operational needs.
10. | Effectively communicate all aspects of the food service operations to the kitchen staff, other school
departments, and district administration.
11. | Collaborate with staff to maintain a harmonious work environment, mediating minor conflicts and
elevating unresolved issues to the appropriate channels.
12. | Ensure all staff uphold policies regarding student and financial confidentiality.

4




13. | Lead by example in the daily performance of cafeteria duties, including food preparation, serving, setup,
and cleanup, as needed.

14. | Assist in the care and maintenance of equipment, providing instruction to staff on proper use and
overseeing repairs.

15. | Perform other duties as assigned, contributing to the overall success of the food service program.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of experience working in a production or institutional food service operation, OR a
combination of education, training and/or experience in the area of nutrition or food preparation for 100 or
more, totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

A Minnesota Safe Serve Certificate within 90 days of acceptance of position

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Preparation and care of large quantities of food.

Policies and procedures pertaining to food service programs.

Basic and intermediate mathematics for measuring conversions.

Safety and sanitary operation of kitchen equipment.

Basic recordkeeping, accounting principles, and inventory management.

Skills

Advanced culinary skills for preparing a variety of food products in a multi-station cafeteria.
Effective written and verbal communication.

Conflict resolution and excellent interpersonal skills.

Basic computer skills.

Keeping accurate records and making reports.

Proficiency in using basic computer and software applications.

Abilities

Organize and prioritize work based on production needs.

Coordinate staff activities and direct the preparation of a variety of products simultaneously.
Work under pressure and in a fast-paced environment.

Make effective, quick decisions.

45 Interpret, explain, and apply written and oral instructions and regulations.




PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently

Stand

Walk

Use hands dexterously (use fingers to handle,
feel)

\/

\/
Sit \

\/

\/

Reach with hands and arms

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear

Taste and smell

= P

Lift & Carry: Up to 10 lbs.

Up to 25 lbs. \

Up to 50 Ibs.

Up to 100 Ibs.

< |2 ]2

More than 100 1bs.

Vision Requirements: Yes No

No special vision requirements

Close Vision (20 in. of less)

<=2 2]

Distance Vision (20 ft. of more)

Color Vision

Depth Perception N
Peripheral Vision N

General Environmental Conditions:

Work is constantly performed in wet or humid (non-weather) conditions such as dish room areas; near moving mechanical parts,
such as slicers and choppers; and, in the extreme heat of an operational kitchen. Frequently, work is performed where there is a risk
of electrical shock in wet areas where there is also (grounded) electrical equipment. Occasionally, work is performed in extreme
cold, such as in freezers; and, where fumes or airborne particles, such as oven sprays, are present. The typical noise level is
considered to be loud.

General Physical Conditions:

Work can be generally characterized as:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds
of force constantly to move objects.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 7/2025

Board Approval:
Reviewed/updated:
Reyiewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

© Public Schools

Federal Programs Clerical

SECTION I: GENERAL INFORMATION

Position Title: Depalttment: . .
Federal Programs Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Federal Programs Coordinator Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, the Federal Programs Clerical provides specialized, high-level administrative and
financial support, focusing on the complex fiscal management of federal grants, non-public and homeschool
programs, and Early Childhood Family Education (ECFE). This role is critical for ensuring meticulous budget
oversight, accurate reporting, stringent compliance with funding regulations, and efficient data administration
across various financial and student information systems. The Executive Assistant acts as a key liaison, applying
strong analytical and problem-solving skills to manage diverse financial lifecycles and contribute significantly to
the fiscal integrity of these vital programs.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Manages federal grant financial operations, including weekly budget monitoring, processing bi-weekly payroll
reports, and administering stipends for Title programs.
2. Oversees financial and administrative processes for non-public and homeschool programs, including managing
registrations, tracking student status, and ensuring accurate Title funding allocation and uploads.
3. Prepares and processes monthly Time and Effort Reports, ensuring compliance for employees funded by multiple
programs, including detailed monthly reports and semi-annual signature sheets.
4. Leads the annual grant application process, collaborating with leadership on budget components for submission
by deadlines.
5. Connects with the benefits department to reconcile employee insurance types with funding sources.
6. Manages funding for non-public counselors and related financial allocations.
7. Administers foster care transportation agreements, ensuring accurate documentation and processing.
8. Develops and manages program-specific budgets and expenditure tracking, including fall non-public budgets that
require extensive paperwork.
9. Generates and analyzes various budget reports, maintaining accurate financial data, often requiring reconciliation
with system discrepancies.
10. | Reconciles starting balances for specific accounts (e.g., non-public programs), independently investigating and
correcting discrepancies.
11. | Manages homeschool program administration, including sending out notifications and uploading required forms
to student information systems.
12. | Oversees administrative processes for Early Childhood Family Education (ECFE) programs, including student
18 enrollment, roster management in student information systems, and coordination of supplies.




13.

14.
15.

Develops and maintains complex digital and paper spreadsheets for financial tracking, reporting, and data
transfer.

Supports cross-functional teams by providing accurate financial and program data, and resolving related issues.

Performs other related duties as assigned, supporting the overall financial integrity and operational efficiency of
the grants and early childhood programs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum six (6) years of progressively responsible experience in finance, accounting, or executive-level
administrative support, demonstrating a strong understanding of financial operations, particularly in grant
management or program-specific finance, OR a combination of education and experience totaling seven (7)
years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Associate's or Bachelor's degree in Business, Accounting, Finance, or a related field is preferred and may
substitute for some of the required experience.

Experience in state and/or federal grant management.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

In-depth knowledge of federal grant regulations, compliance requirements, and reporting standards.

Thorough understanding of financial accounting principles (GAAP), budgeting, and reconciliation practices.
Expertise in managing budgets for various funding sources (federal, non-public, specific programs).
Advanced proficiency in enterprise financial systems and highly advanced use of Microsoft Excel for complex
data modeling, analysis, and reporting.

Familiarity with student information systems and online registration processes.

Understanding of Time and Effort reporting requirements for federally funded positions.

Principles of data integrity and meticulous record-keeping for audit purposes

Skills

Exceptional analytical and problem-solving skills for complex financial discrepancies.

Superior spreadsheet development and management for detailed financial tracking and reporting.
Meticulous attention to detail and accuracy in financial processes.

Strong organizational and project management to oversee multiple grants and budgets.

Excellent written and verbal communication for reports and stakeholder collaboration.

Interpret and apply complex federal and state regulations for program compliance.

% o Proactive identification and resolution of financial and administrative challenges.




Abilities

*  Work independently with minimal supervision, demonstrating initiative and efficiency.

* Analyze, interpret, and present complex financial data.

*  Quickly adapt to changing federal guidelines, program requirements, and reporting standards.
» Collaborate effectively with cross-functional teams.

* Manage sensitive information with absolute confidentiality.

* Prioritize and manage multiple competing deadlines.

»  Contribute to process improvement for financial and administrative workflows.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. \

Up to 25 Ibs. \

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

(';s < <2 |2

Vision Requirements: No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

< |2 ]2 ]<2]<

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date
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Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

’ Finance Clerical
© Public Schools
SECTION I: GENERAL INFORMATION

Position Title: Department:

Finance Clerical Business Services

Immediate Supervisor’s Position Title: FLSA Status

Finance Manager Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, The Finance Clerical provides essential administrative and specialized financial support,
playing a pivotal role in the district’s fiscal health. This is not a traditional administrative role; it requires advanced

operational leadership, meticulous management of complex financial lifecycles, and a deep understanding of federal and

state regulatory compliance.

The team's structure is built on specialization. Each member is specifically hired and trained for a core function:
Accounts Payable (AP), Accounts Receivable (AR), or Purchasing. This ensures expertise in each area. The role of
Executive Assistant is to support these specialized functions by demanding a high degree of accuracy and analytical
ability, exercising independent problem-solving, and serving as a key liaison with internal departments and external
partners to ensure the integrity and timely processing of all financial transactions.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

22

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Manages Accounts Receivable (A/R) processes, including creating and sending out billing statements, recording
journal entries, and processing payments for the District.

2. Processes and reconciles daily deposits, by printing bank activity, matching deposits, and accurately entering all
transactions into the financial system (e.g., Skyward), including monitoring for fraud alerts.

3. Executes Accounts Payable (A/P) operations, receiving, verifying accuracy, obtaining approvals, and processing
vendor invoices in a timely manner, including scanning to financial software.

4, Reconciles complex vendor invoices, splitting amounts across departments/budget codes, resolving discrepancies,
and addressing past-due bills or credit balances.

5. Processes weekly check runs, verifying payment accuracy and remittance, preparing checks for printing, and
initiating check voids and reissues.

6. Administers purchasing procedures, overseeing site purchasing, meeting with vendor representatives, reviewing
quotes for tax exemption, ensuring complete product descriptions, and assigning budget codes for tracking.

7. Manages purchase orders (P.O.s) activities, including sending P.O.s to vendors, facilitating shipments to sites,
and managing annual blanket P.O.s, ensuring alignment with district policies.

8. Maintains accurate financial records and reconciliations, performing monthly bank statement reconciliations,
verifying aging reports, processing monthly credit card invoices, and managing cash receipts.

9. Ensures financial compliance and reporting, verifying 1099 data, setting up 1099s, applying in-depth UFARS
knowledge to daily tasks, and pulling invoices for auditors.




10.

1.

12.

13.

14.
15.

Provides support for staff financial needs, processing refunds and reimbursements, assisting with air travel and
state travel agent coordination, and managing pre-approval forms.

Collaborates and communicates extensively with building/department clerical staff, principals, coordinators, and
other staff daily to answer questions, resolve problems, and explain financial policies and procedures.

Manages vendor relationships, receiving and responding to inquiries, concerns, complaints, and requests for
assistance from vendors in a professional and courteous manner.

Assists with training and professional development, hosting informational sessions for other clericals, and
training new office/clerical staff on A/R and A/P procedures.

Attends staff meetings, trainings, seminars, and workshops to enhance job knowledge and skills.

Performs general office and administrative tasks, including establishing and maintaining files, copying, filing,
faxing, emails, answering telephones, and assisting with special projects as required.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum six (6) years of progressively responsible experience in finance, accounting, or executive-level
administrative support, demonstrating a strong understanding of financial operations., OR a combination of
education and experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Associate's or Bachelor's degree in Business, Accounting, Finance, or a related field is preferred.
Experience in school finance preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

In-depth knowledge of district financial policies, accounting standards, and internal controls.

Thorough understanding of federal, state, and local financial regulations and compliance (e.g., UFARS, 1099s,
audit guidelines).

Advanced customer service principles and professional etiquette in financial interactions.

Expertise in modern financial office administration and organizational best practices.

Advanced proficiency in enterprise financial software (e.g., Skyward, Frontline) and Microsoft Excel for complex
data analysis.

Mastery of complex digital and physical financial record-keeping and audit readiness.

Comprehensive understanding of GAAP, including A/R, A/P, purchasing, and basic payroll principles.
Knowledge of audit preparation processes.

Skills
p4

S




Exceptional organizational and time management skills for high-volume, deadline-driven financial workloads.
Superior verbal and written communication skills to articulate complex financial information clearly.

Absolute discretion and strict confidentiality with sensitive financial data.

Proficient operation of office equipment essential for financial processing.

Skill in designing and maintaining robust financial filing and record management systems.

Adept at interpreting, applying, and ensuring strict adherence to complex financial policies and regulations.
Strong judgment and analytical skills to resolve complex financial discrepancies and sensitive issues proactively.
Advanced data analysis and reconciliation skills using spreadsheets for financial validation and reporting.
Proactive problem-solving skills to anticipate and mitigate operational challenges.

Abilities

Foster collaborative relationships with staff, vendors, and external partners.

Work independently with minimal supervision, demonstrating initiative and efficiency under pressure.
Independently identify, analyze, and resolve complex financial and administrative problems.

Uphold the highest level of confidentiality and ethical standards.

Meticulously classify, record, retrieve, and verify large volumes of financial data.

Leverage advanced financial software features to optimize workflows and generate reports.

Apply strong mathematical aptitude for complex financial calculations and data validation.

Contribute to developing and refining financial procedures and internal controls.

Train and guide other clerical staff on financial procedures and systems.

Adapt and remain flexible amidst evolving regulations, software, and priorities.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs.

Up to 50 lbs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

c;s < |22

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.
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RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated: 10/2025
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
o ' ALC/AEC Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Department:
ALC/AEO Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
ALC/AEQ Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under minimal supervision, the Area Learning Center (ALC)/Academic Excellence Online (AEO) Clerical serves as a
vital administrative hub for the Area Learning Center (ALC) and Academic Excellence Online (AEO) programs. This
role provides comprehensive administrative and operational support to program leadership and staff, ensuring the
efficient and sensitive operation of the school. Managing critical daily operations, this position encompasses a broad
range of responsibilities including complex student enrollment and records management, essential health support,
technical assistance, and intricate logistical coordination. Acting as a primary liaison for students, families, and external
entities, the ALC/AEQ Clerical collaboratively develops and refines inter-office operating procedures, navigates a
dynamic and often sensitive environment, and handles diverse responsibilities with exceptional organizational skills,
advanced systems proficiency, and a proactive approach, all while maintaining strict confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Serve as the primary front office contact, providing a welcoming and safe space while handling communications
with students, families, and external agencies.

2. Manage all student enrollments for ALC and AEO programs, including processing changes, summer school, and
scheduling.

3, Maintain comprehensive permanent student records, including highly sensitive special education and medical
information.

4, Perform registrar duties like requesting records, inputting transcripts, and verifying credit accuracy for
graduation.

5. Ensure accurate MDE reporting data coding for various student attributes and program participation.

Actively monitor physical school space access via electronic systems and respond to student crisis situations with
appropriate training.
Manage all budget activities and purchasing, including requisitions, invoices, stipends, and check deposits.

Provide essential technology support, including Chromebook checkout, password assistance, and submitting Help
Desk tickets.

9. Coordinate substitute teacher logistics and manage staff leave rosters.
10. | Lead the ALC & AEO Graduation planning, including venue, supplies, advertising, and diploma distribution.
11. | Process all student transcript requests for colleges, scholarships, and employment.

12. | Oversee School Within a School (SWS) enrollments and provide training on procedures to counselors and
26 | administrators.




13. | Provide basic student health support, including first aid and dispensing medication, as the on-site nurse.
14. | Manage complex reports and data analysis for program tracking and student progress.
15.

16. | Performs other related duties as necessary to support the overall operations and needs of the programs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of administrative or office clerical experience, preferably in a school environment.
OR a combination of education and experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

* Experience in a similar complex administrative or registrar role within an alternative education program or high
school setting.

» Demonstrated experience in crisis intervention or de-escalation techniques relevant to working with at-risk youth.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge
«  Deep knowledge of alternative learning programs, enrollment processes, and structures.
«  Comprehensive understanding of student records, including sensitive special education and medical data.
«  Expertise in student information systems for data entry, reporting, and record maintenance.
+  Thorough understanding of high school graduation, credit evaluation, and post-secondary applications.
« Familiarity with budget activities, requisitions, invoices, and accounting.
«  Working knowledge of first aid and emergency protocols for student health and crisis situations.
Skills
«  Excellent at managing high-volume tasks, parent inquiries, and deadlines.
«  Superior verbal and written skills for empathetic, professional interactions with all.
+  Problem-solving and independent resolution skills for student and operational issues.
«  Strong attention to detail and accuracy in all data, finances, and records.
+ Advanced skills in relevant software, including communication tools.
«  Strong interpersonal skills to collaborate and maintain composure in challenging situations
Abilities
*  Work autonomously, exercising sound judgment in sensitive student matters and daily operations.
* Manage significant workload effectively in a dynamic, high-stress environment.
*  Maintain strict privacy of all student and family information.
* Adapt quickly to new challenges, program changes, and unexpected situations.

Provide clear, accurate guidance on ALC/AEO programs and resources.




* Calmly and competently respond to medical or behavioral crises without on-site nurse support.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 lbs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(;s < |22

No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated

with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

Date
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~ D u I ut h POSITION DESCRIPTION
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© Public Schools

American Indian Education Clerical

SECTION I: GENERAL INFORMATION

Position Title: Depalttment: ' .
American Indian Education Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
American Indian Education Coordinator Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the American Indian Education (AIE) Program Clerical provides essential administrative
support to American Indian Education program and the Coordinator of Indian Education. This role is fundamental in
maintaining student data, facilitating communication with a diverse student population and their families, and offering
comprehensive support to multiple parent committees. The AIE Program Assistant contributes to program compliance,
assists with financial administration, and supports the coordination of key program events, directly aiding in the
program's efficient operation and success.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Maintains accurate student data for the AIE program, including tracking student numbers and program
participation.

2. Provides administrative support to parent committees (such as the American Indian Parent Advisory Committee
(AIPAC), Johnson O’Malley (JOM) Committee, and Title VI Committee), which includes scheduling meetings,
preparing materials, maintaining records, and processing contact updates and reimbursements.

3. Attends parent committee meetings when the AIE Coordinator is unavailable, taking detailed notes and
representing the program.

4. Assists with annual compliance and reporting requirements for the American Indian Education program,
including JOM and Title VI reports, and submitting necessary documentation to the state (MDE)

5. Supports the American Indian Education Program Plan, assisting the Coordinator with documentation and related
processes (e.g., non-concurrence/concurrence).

Process expense reimbursements for various program activities, including JOM.

Assists with contract administration for program services, including drafting contracts for review.

Supports the coordination and execution of major program events, such as the annual Graduation Banquet, by
assisting with logistics, invitations, catering, gift ordering, and decorations.

9. Creates and updates program-specific documents and forms, ensuring accuracy for various AIE initiatives.

10. | Assists with the management of program funding and its allocation within the AIE department.

11. | Performs general clerical and administrative duties as needed to support the overall efficiency and organization of
the department.

12. | Performs other related duties as assigned, contributing to the overall success and operations of the American

2g | Indian Education program




SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of administrative support or office clerical experience, preferably in an educational or
community-focused setting, OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of general office administration, record-keeping, and event coordination.

» Familiarity with basic financial processes, including expense reimbursements and contract documentation.

» Familiarity with basic computer applications for document creation and data entry.

* Knowledge of or willingness to learn about American Indian Education programs, relevant state/federal
regulations (e.g., Title VI, JOM), and cultural protocols.

» Proficiency in Microsoft Office Suite and other relevant software for document creation and data management

Skills

» Strong organizational skills to manage multiple tasks, records, and event logistics.

*  Clear and professional verbal and written communication skills for note-taking, correspondence, and committee
interactions.

» Attention to detail and accuracy in data entry, financial processing, and compliance documentation.

*  Ability to solve routine administrative problems.

»  Effective interpersonal skills for engaging with families, committee members, and staff.

Abilities

*  Work effectively under general supervision, following instructions and procedures.

* Prioritize tasks and manage time effectively.

* Maintain strict confidentiality of sensitive student and program information.

*  Communicate clearly and respectfully with diverse stakeholders, including families and community members.

* Adapt quickly to new administrative procedures and system functionalities.

* Collaborate effectively with the AIE Coordinator and other departmental staff.

* Demonstrate cultural sensitivity in all interactions related to the American Indian Education program.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: | Never | 1-33% | 34-66% | 66-100% Continuously




Occasionally Frequently

Stand

Walk N

Sit N

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. \

Up to 25 lbs. \

Up to 50 Ibs.

Up to 100 lbs.

More than 100 1bs.

Vision Requirements:

<§ <2 < |2

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

<22 |2 ]2

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

31




~ D u I ut h POSITION DESCRIPTION
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- Career Center Clerical
© Public Schools
SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
Career Center Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
High School Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Career Center Clerical provides essential administrative and program support within the

high school Career Center. This role is central to assisting students with post-secondary planning, managing career-
related resources, coordinating a wide array of events and visits, and facilitating communication between students,

colleges, military branches, and community organizations. The incumbent plays a proactive role in supporting student
success in college, career, and military readiness, while also providing crucial administrative assistance to the

Counseling Department and maintaining comprehensive resource material

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

32

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Assists students with post-secondary applications, including transcripts.
2. Provides career guidance and presentations: tours, project support, and senior year readiness.
3, Conducts student outreach and follow-up: surveys, post-high school planning, job shadowing, and job searches.
4, Administers the scholarship program: weekly updates, advertising (announcements, flyers, social media), and
counselor coordination.
5. Develops and publishes a monthly Career Center Newsletter, including talks, events, scholarships, and
employment.
Coordinates PAWS Day events: schedules career talks, college visits, and military visits.
Plans and organizes comprehensive on-site career fairs and events (e.g., Military, Trades, College, Job Fairs,
Decision Day).
8. Arranges and facilitates on-site visits and presentations by colleges, military branches, and community
professionals.
9. Organizes and assists with field trips: bus orders, permission slips, announcements, sign-ups, and chaperoning.
10. | Assists in coordination with College Knowledge Month events: scholarship help, application assistance, FAFSA,
and ACT study material advertisement.
1.
12. | Attends regular planning meetings with Career Center staff and counselors.
13. | Provides general administrative support to the Counseling Department.
14.




15.
16.

Coordinates and manages external professional outreach for career talks and job shadowing opportunities.

Performs other duties as assigned to support program and department operations.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of administrative or clerical experience, preferably in a school, counseling, or
career services environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

* Associate's degree in Office Administration, Human Services, or a related field.

* Experience working directly with high school students and families.

+ Familiarity with college application processes, financial aid (FAFSA), and scholarship resources.
« Experience with event planning and community outreach.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of high school operations, administrative support, and record-keeping practices.

»  Understanding of post-secondary planning resources (college, military, trades, careers, scholarships).

*  Familiarity with social media platforms for advertising and communication.

* Basic knowledge of event planning and coordination principles.

Skills

» Exceptional organizational and project management skills to plan and execute numerous events.

»  Strong verbal and written communication skills for presentations, newsletters, and outreach.

*  Meticulous attention to detail and accuracy in managing student records, scholarship data, and event logistics.
*  Proficiency in online platforms for communication and data management.

*  Problem-solving skills to independently address student inquiries and logistical challenges.

» Effective interpersonal skills for building rapport with students, parents, staff, and community partners.
Abilities

*  Work independently and collaboratively in a dynamic, student-centered environment.

»  Prioritize multiple tasks and manage time effectively to meet deadlines.

* Maintain strict confidentiality of sensitive student information.

*  Guide and assist students with complex application processes and post-secondary research.

*  Adapt quickly to changing program needs and priorities.

*  Present information clearly and engagingly to groups of students and adults.
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PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
QOccasionally

34-66%
Frequently

66-100% Continuously

Stand

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 Ibs.

Vision Requirements:

No special vision requirements

<§ <2 < |2

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<22 |2 ]2

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated

with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

Date
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© Public Schools

Community Education Clerical

SECTION I: GENERAL INFORMATION

Position Title: Department:

Community Education Clerical Human Resources

Immediate Supervisor’s Position Title: FLSA Status

Community Education Director Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, the Community Education Clerical provides essential administrative support requiring
a high degree of awareness, tact, creativity, and initiative. This role is responsible for complex staff support
activities, often involving directing or completing projects and resolving complex problems and work issues. This
designation requires extensive knowledge of the department's operations, with work activities frequently having
district-wide impact and implications for Community Education programs and services.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1.

35

Performs comprehensive administrative and staff support duties, including preparing correspondence, letters,
reports, forms, requisitions, and related materials.

Serves as a primary liaison with other district units and external entities, screening calls and mail to
independently resolve complaints, problems, conflicts, or questions within established guidelines, and arranging
for meetings, conferences, and notices. Responds to public inquiries regarding Community Education programs
and services.

Manages budget and financial activities for the department, including monitoring and tracking expenditures,
preparing and processing requisitions, processing invoices for payment, submitting reimbursement forms, and
handling stipends.

Executes various special projects, which involves researching, compiling, and analyzing data from diverse
sources to prepare and summarize information for specialized reports (e.g., NCEA Report, Annual Contract
Reports for Drivers Ed/KeyZone).

Administers and interprets rules, regulations, policies, and procedures to staff, students, and the general public,
ensuring compliance and providing necessary guidance.

Provides specialized program support, monitoring and maintaining documentation related to program operations
(e.g., ECFE, Safe Routes to School), processing program eligibility applications, and participating in the
preparation of program-specific reports and forms.

Coordinates and manages departmental communications and outreach efforts, including updating the district
webpage for Community Education, managing social media accounts, assisting in the production of the thrice-
yearly Community Education catalog, and preparing content for the Teaching, Learning, and Equity (TLE)
newsletter.




8. Facilitates and supports internal and external meetings, attending as needed to provide agenda and minutes
support, setting up Advisory Council meetings, and preparing departmental updates for TLE meetings.

9. Manages office logistics and resources, including serving as a KeyZone liaison for district communications,
ordering supplies, and assisting with the packing and mailing of business cards.

10. | Performs other related work as assigned, contributing to the overall efficiency and effectiveness of the
Community Education Department.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of progressively responsible experience in advanced staff support, or a closely related
business support role is preferred, OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

*  Minimum two (2) year college degree preferred. Related coursework preferred.
+ Experience in coordinating projects, logistics, and training events.
+ Experience in school district setting preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

» District policies, regulations, procedures, and processes.

* Applicable state and federal rules, regulations, policies, and procedures.

+ Customer service principles and practices.

» District budgeting and contract pay processing.

*  Modern office methods, practices, and procedures.

* Bookkeeping and basic accounting principles.

* Advanced to expert level personal computer operations and software applications.

Skills

* Planning, organizing, and setting work priorities, and working independently with no immediate supervision.
*  Meeting predetermined deadlines and utilizing flexibility with work and priority shifts.

*  Gaining cooperation and conformance from others without authority.

* Interpreting, explaining, and applying written and oral instructions, procedures, and regulations.

* Communication skills, both oral and in writing.

*  Determining priorities in the handling of unique and/or complex problems.

*  Promoting public relations and dealing tactfully and diplomatically with staff, students, and the general public.

* Maintaining confidentiality with sensitive information, issues, and situations.
Bbilities




*  Work independently with no immediate supervision on a broad range of duties.

* Resolve complex problems and work issues, exercising tact and initiative.

» Direct or obtain assistance from other support staff as needed.

*  Apply extensive knowledge of office/school operations to tasks with district-wide impact.

» Interpret, explain, and apply complex written and oral instructions, procedures, and regulations.
*  Maintain confidentiality with sensitive information.

* Plan, organize, and prioritize work effectively to meet deadlines.

+ Communicate clearly and effectively, both orally and in writing, with diverse stakeholders.

* Develop and maintain effective working relationships.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. \

Up to 25 lbs. \

Up to 50 Ibs.

Up to 100 lbs.

More than 100 1bs.

e;s < |2 ]2

Vision Requirements: No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

<2222 ]

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date
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Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
o . Duluth Adult Education Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
Duluth Adult Education Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Duluth Adult Education Coordinator Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under direct supervision, the Duluth Adult Education (DAE) Clerical provides administrative and office support to the
Duluth Adult Education program. This position primarily assists DAE staff and adult learners with routine tasks. The
position contributes to the smooth operation of the DAE center by handling basic clerical duties, maintaining
organization, and upholding confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Greet and assist adult learners and visitors at the DAE front desk.
2. Answer incoming phone calls, take messages, and direct inquiries to appropriate staff.
3. Provide basic program information, such as class schedules and general directions, to learners.
4. Assist with the distribution and collection of student enrollment and program forms.
5. Handle general office tasks, including precise filing, copying, and scanning of documents.
6. Process incoming and outgoing mail, sorting and distributing as needed.
7. Maintain organized common areas and assist with office supply inventory and stocking.
8. Prepare classroom materials, such as making copies and assembling instructional packets.
9. Ensure the strict confidentiality of all adult learner and program information.
10. | Provide general administrative support to ABE instructors and staff as directed.
11. | Prepares financial reports for Coordinator.
12. | Monitors, tracks, communicates with and enrolls new students through registration process. Assists in
preparations for official GED testing following State of Minnesota guidelines.
13. | Performs bookkeeping functions including but not limited to tracking budget activities, preparing requisitions,
creating purchase orders, and verifying timesheets.
14. | Updates marketing materials and calendars including online and print.
15. | Coordinates and manages volunteer inquiries and training.

SslgCTION III: WORK REQUIREMENTS AND CHARACTERISTICS




EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

Required Work Experience in Addition to Formal Education/Training:

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

* Basic office methods and procedures.

» Fundamental computer operations and common software applications.

* Basic customer service principles.

Skills

*  Organizing assigned tasks and following simple work priorities.

* Communicating clearly and courteously, both verbally and in writing.

* Accurate data entry and basic record keeping.

*  Operating standard office equipment (e.g., copier, printer).

* Identifying routine problems and seeking guidance when needed.

Abilities

* Follow detailed instructions accurately and consistently.

*  Maintain strict confidentiality of all adult learner and program information.
* Learn new procedures and systems quickly.

* Remain patient and helpful when interacting with diverse adult learners and staff.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently
Stand \
Walk N
Sit N
Use hands dexterously (use fingers to handle, N
feel)
Reach with hands and arms \
Climb or balance \
Stoop/kneel/crouch or crawl \
Talk and hear \
Taste and smell \
Lift & Carry: Up to 10 Ibs. \
Up to 25 Ibs. \
40 Up to 50 Ibs. \




Up to 100 Ibs.

< <]

More than 100 Ibs.

Vision Requirements: Yes No

No special vision requirements \

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

<] |2 ]2

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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© Public Schools

Early Childhood Programs Clerical

SECTION I: GENERAL INFORMATION

Position Title: Department:

Early Childhood Programs Clerical Early Childhood

Immediate Supervisor’s Position Title: FLSA Status

Early Childhood/Head Start Coordinator Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, the Early Childhood Programs Clerical provides comprehensive administrative and
office support crucial for the effective operation of assigned programs. While in this role, the Early Childhood
Program Clerical requires substantial judgment and analytical ability to manage a wide range of work activities,
often involving complex data entry, record-keeping, and coordination. The incumbent operates with a significant
degree of discretion, serving as a key information contact and ensuring smooth administrative processes that
directly support students, families, and staff.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

42

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Performs a wide variety of administrative and staff support activities, including typing correspondence, reports,
forms, requisitions, and other materials. This involves efficient copying, faxing, distributing, filing, and coding
information, as well as complex data entry into various records and systems.

3.

4. Manages payroll-related data processing, including verifying time records, reconciling attendance discrepancies,
and handling leave-without-pay documentation.

5. Manages student data and records, including processing enrollments and applications, maintaining accurate
attendance, updating program-specific spreadsheets, and coordinating related student information such as
transportation.

6. Administers student health and compliance records, verifying immunization records from state database and
ensuring proper entry into District systems.

7. Supports staff credentialing and training compliance, including tracking teaching licenses, CPR/First Aid
certifications, and other trainings for teachers and paras, and ensuring these are entered into needed systems.

10. | Facilitates communication and outreach efforts, including preparing and assembling home visitor packets for
teachers, managing mass mailings, and assisting with online registration.

11. | Performs administrative tasks, such as tracking volunteer hours, background checks and processing staff changes
for Minnesota and National Head Start Association.




12.

13. | Performs other related work as assigned, contributing to the overall efficiency and effectiveness of Early
Childhood Programs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of experience in broad staff support, or a closely related business support role is
preferred, OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

» District policies, regulations, procedures, and processes.

* Applicable state and federal rules, regulations, policies, and procedures relevant to early childhood programs and
financial operations.

»  Customer service principles and practices.

*  Modern office methods, practices, and procedures.

* Advanced personal computer operations and various software applications (including student information systems
like Skyward, Frontline, Child+, I/C).

*  Complex record keeping and filing methods and practices.

*  Bookkeeping and payroll principles, practices, and procedures.

Skills

* Organizing and prioritizing a wide range of work activities effectively.

* Communicating clearly and concisely, both orally and in writing.

* Maintaining strict confidentiality with sensitive information, issues, and situations.

*  Operating various office equipment efficiently.

* Implementing and maintaining complex office files and records.

* Applying and administering various district operating policies and procedures.

» Utilizing effective judgment and protocol in handling sensitive situations and conflicts within established policies
and procedures.

* Performing data entry and verification with high accuracy.
Identifying and resolving routine administrative and operational issues.

Abilities




*  Work independently with limited work instructions and a significant degree of discretion.
» Exercise substantial judgment and analytical ability in complex work activities.

*  Obtain assistance from other support staff to accomplish work projects.

» Serve as a reliable liaison and information contact for diverse stakeholders.

* Manage a wide range of administrative and program-specific tasks simultaneously.

» Adapt to changing priorities and deadlines in a dynamic environment.

*  Proactively identify and address potential issues before they escalate.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%

66-100% Continuously

Stand

Frequently
N

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. N

Up to 25 lbs. \

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

(;s < |22

Vision Requirements:

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

P P P P P

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date
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Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

’ Early Childhood Screening Clerical
© Public Schools
SECTION I: GENERAL INFORMATION

Position Title: Department:

Early Childhood Screening Clerical Early Childhood

Immediate Supervisor’s Position Title: FLSA Status

Supervisor of Special Services Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Early Childhood Screening Clerical is responsible for the efficient scheduling,
coordination, and data management of the district's Early Childhood Screening program. This role is crucial in
ensuring that young children receive timely screenings, involves extensive communication with families both
within and outside the district, precise data entry into the student information system, and meticulous record-
keeping to support kindergarten readiness and compliance.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Manages and maintains the Early Childhood Screening schedule, including scheduling new appointments,
rescheduling cancellations, and coordinating screenings for external partners (e.g., Hartley Nature Center
Preschool/Daycare).

2. Coordinates and schedules out-of-district screenings for students residing in surrounding areas (e.g., Two
Harbors, Esko, Cloquet).

3, Enters and maintains accurate student data related to early childhood screenings into the district's student
information system (e.g., Infinite Campus).

4, Processes and utilizes online registration data for early childhood screenings, minimizing manual paperwork.

5. Maintains detailed spreadsheets to track students by their kindergarten enrollment year, coordinating data

matching with relevant district personnel.

6. Conducts follow-up communication and coordination with schools for children who have not completed their
screening prior to kindergarten enrollment deadlines (e.g., before September).

Serves as a primary point of contact for families regarding screening appointments and general inquiries.

Performs other related duties as assigned, contributing to the overall effectiveness and efficiency of the Early
Childhood Screening program.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
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Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of experience in broad staff support, or a closely related business support role is
preferred, OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of administrative and office procedures.

» Familiarity with data entry best practices and maintaining data integrity.

* Understanding of scheduling logistics and calendar management.

» Basic knowledge of student information systems functionality (e.g., Infinite Campus).

Skills

* Exceptional organizational and time management skills for managing complex schedules.

» Strong attention to detail and accuracy in data entry and record-keeping.

» Effective verbal and written communication skills for interacting with families, school staff, and external partners.
» Proficiency in spreadsheet software (Excel) for tracking and analysis.

*  Problem-solving skills to resolve scheduling conflicts and data discrepancies.

Abilities

*  Work independently with minimal supervision, managing a high volume of scheduling requests.
* Prioritize tasks effectively to meet deadlines and program needs.

* Communicate sensitively and clearly with parents and guardians.

* Learn and adapt quickly to new software systems and district procedures.

* Maintain confidentiality of sensitive student and family information.

* Collaborate effectively with other district departments and external organizations.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
QOccasionally Frequently
Stand \
Walk \
Sit N
Use hands dexterously (use fingers to handle, N
feel)
Reach with hands and arms \
Climb or balance \
Stoop/kneel/crouch or crawl \
Talk and hear \
Taste and smell \
Lift & Carry: Up to 10 Ibs. \
- Up to 25 lbs. \




Up to 50 Ibs.

Up to 100 Ibs.

More than 100 Ibs.

Vision Requirements: No

<§ <2 < |2 ]

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

<22 |2 ]2

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

© Public Schools

Elementary School Clerical

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
Elementary School Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Elementary Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under minimal supervision, the Elementary School Clerical plays a pivotal and central role in the daily operations and
smooth functioning of the elementary school office. This position serves as the primary point of contact for students,
parents, and visitors, acting as the welcoming "face of the school." The Lead Clerical is responsible for managing a
wide range of administrative, communication, and logistical tasks, often working autonomously and exercising
independent judgment. This role requires exceptional organizational skills, a proactive approach, strong communication
abilities, and the capacity to manage multiple priorities in a dynamic and fast-paced environment, frequently as the sole
office staff member.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:
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Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Manage the main office operations, providing a welcoming first point of contact for students, parents, and visitors
throughout the day.
2. Oversee school security, actively monitoring security cameras and managing building access and behavior
supports, including daily lock-down procedures and maintaining emergency plans.
3. Process student arrivals, accurately checking in tardy students and verify IDs for alternate student pick-ups.
4. Handle all incoming communications, efficiently answering and directing phone calls, and serving as the central
hub for staff requests.
5. Maintain comprehensive calendar management for the Principal and all shared school spaces, such as conference
rooms.
6. Manage student attendance records, including daily sick calls and processing all necessary student record requests
and transfers.
Coordinate substitute teacher logistics, preparing substitute materials and assisting with sub onboarding.
Oversee all school purchasing, from ordering general office and copier supplies to fulfilling specific material
requests for teachers.
9. Produce and disseminate the weekly school newsletter, gathering content, assembling the layout, and
coordinating feedback with key stakeholders.
10. | Provide essential technology support, setting up staff phones, maintaining copy machines/printers and managing
access badges for personnel.
11. | Facilitate major school events and field trips, handling all arrangements, necessary paperwork, and managing
associated funds.
12. | Prepare and distribute report cards.




13. | Assists in implementing the school discipline plan by providing supervision of student who are detained in the
office area, provide other direct support and assist with basic first aid duties as needed.

14. | Provides administrative and operational assistance to administrators and district staff, adapting to changing needs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of administrative or office clerical experience, preferably in a school environment.
OR a combination of education and experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

» Experience in an elementary school setting.

»  Experience managing calendars for multiple individuals or spaces.
*  Experience handling school funds or budgets.

»  Prior experience coordinating school-wide events or programs.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Comprehensive understanding of elementary school daily operations and student management.

» Familiarity with school safety protocols, including security camera monitoring and crisis response and student
health/safety protocols.

* Knowledge of student record-keeping procedures and confidentiality guidelines.

* Basic understanding of purchasing, inventory, and budget reconciliation.

Skills

* Excellent at managing high-volume tasks, frequent interruptions, and deadlines for young children's needs.

* Superior verbal and written skills for patient, welcoming interactions with children, staff, and parents.

*  Calmly resolves immediate student needs (e.g., illness), addresses parent concerns, and adapts.

* Meticulous accuracy in all data, records, especially student health, emergency, and attendance.

* Advanced skills in relevant software, including parent communication platforms.

* Collaborates effectively with staff, children, and parents; shows warmth and empathy.

Abilities

*  Works autonomously, uses sound judgment for immediate student and parent needs.

* Manages tasks effectively in a bustling, unpredictable environment with many interactions.

* Maintains strict privacy of sensitive information, particularly health and family matters.

* Adjusts quickly to new challenges, especially regarding student well-being and school safety.

* Provides clear, helpful support; serves as a welcoming first contact for families.
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PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
QOccasionally

34-66%
Frequently

66-100% Continuously

Stand

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 Ibs.

Vision Requirements:

No special vision requirements

<§ <2 < |2

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<22 |2 ]2

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated

with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

Date
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~ D u I ut h POSITION DESCRIPTION
=

© Public Schools

Elementary School Attendance Clerical

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
Elementary School Attendance Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Elementary Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under direct supervision, the Elementary School Attendance Clerical provides essential administrative support,
primarily assisting with the daily tracking and recording of student attendance. This position performs routine clerical
duties, helps facilitate communication with families regarding absences, and supports the front office by following
established procedures. The clerical assists in informing students and the public about basic attendance rules and
contributes to the efficient operation of the school office by performing assigned tasks.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Manage daily student attendance tracking and records, including processing tardy check-ins and recording
absences.

2. Helps prepare and distribute attendance-related communications, records information into files, and makes
routine attendance calls to parents/guardians.

3. Serve as a building liaison, screening calls and mail, specifically handling attendance calls or questions, and
attempting to independently resolve or address problems within established guidelines.

4. Serves as a point of contact for routine attendance questions, directs calls and inquiries to appropriate staff, and
relays information within established guidelines.

5. Assists in communicating basic attendance rules, regulations, and procedures to students, staff, and the general
public.

6. Performs related clerical work as assigned to support overall school office efficiency.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X

High school diploma or GED.

Degree Required:

Required Work Experience in Addition to Formal Education/Training:

52

Required Supervisory Experience:




PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

+ District policies, regulations, procedures, and processes.
* Customer service principles and practices.

*  Modern office methods, practices, and procedures.

*  Personal computer operations and software applications.

Skills

* Organizing assigned tasks and following work priorities.

*  Meeting deadlines and adapting to shifting priorities.

*  Cooperating effectively with others.

* Interpreting and applying basic written and oral instructions.

+ Communicating clearly, both verbally and in writing.

* Identifying routine problems and seeking guidance for complex issues.
+ Interacting tactfully and respectfully with staff, students, and the public.
* Maintaining confidentiality of sensitive information.

Abilities

* Follow detailed instructions accurately.
* Maintain strict confidentiality of all student and sensitive information.

* Learn new procedures, software applications, and systems quickly.
* Remain calm, patient, and courteous in busy or occasionally stressful situations.
* Organize and maintain accurate physical and digital records.
* Prioritize assigned tasks effectively to meet daily deadlines.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 Ibs.

Vision Requirements:

g <2 < |2 ]

No special vision requirements

Close Vision (20 in. of less)

20




Distance Vision (20 ft. of more)

Color Vision

Depth Perception

< 2] ]2

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

y Enrollment and Student Data Specialist
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Department: .

Enrollment and Student Data Specialist Business Services

Immediate Supervisor’s Position Title: FLSA Status

Executive Director of Business Services Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under administrative direction, the Enrollment & Student Data Specialist plays a pivotal and highly specialized
role, serving as the primary lead for district-wide student enrollment processes. This position is responsible for
overseeing comprehensive student registration, managing complex open enrollment and transfer requests, and
ensuring the meticulous accuracy and integrity of student data within the district's information systems. The
Specialist ensures strict compliance with local, state, and federal regulations, serves as a key communication
liaison with families and staff, and provides essential data management and system support to maintain reliable
and equitable student placement.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Oversees student registration and enrollment, processing new and returning students, and ensuring collection and
verification of required documentation (e.g., birth certificates, immunizations).

2. Serves as the primary point of contact for families, providing comprehensive information on enrollment
processes, school programs, and district policies, while fostering equitable access.

3. Manages student data within the district's Student Information System (SIS), ensuring accurate entry, ongoing
updates, and integrity of all student records, including transportation information.

4, Facilitates appropriate student placement in schools or programs, considering factors such as grade level, special
needs, language proficiency, and attendance boundaries.

5. Processes and manages all student transfers between district schools and handles open enrollment requests in
coordination with relevant administration.

6. Ensures strict compliance with local, state, and federal regulations for enrollment procedures and student data,
including interpreting and implementing legal documentation.

7. Supports critical compliance reporting, preparing CRDC Reports, assisting the MARSS Coordinator with data
extraction and error correction, and preparing for audits related to student data.

Collaborate with FIT Coordinators to ensure timely determination of McKinney Vento.

Develops and delivers comprehensive training programs for district clerical staff on enrollment procedures, SIS
data entry, and compliance reporting.

10. | Creates and updates training documentation and resources, conducting regular sessions for new policies and
system updates to ensure staff understanding.

11. | Participates in enrollment events (e.g., fairs, information sessions) to support and recruit new and returning
families.
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12.

13.

14.

15.

16.

17.

Coordinates closely with school administrators, counselors, and clerical staff to ensure smooth student transitions
and timely resolution of enrollment issues.

Provides advanced problem solving and clerical support, utilizing advanced software skills to prepare complex
correspondence, reports, tables, forms, and statistical information, and assisting with project coordination and
issue resolution.

Manages communications with parents and staff regarding transportation issues, addressing and resolving
concerns.

Provides as-needed support to the Transportation Department, assisting with centralized student transportation
requests, managing large-scale annual transportation updates, and providing temporary coverage during staff
shortages.

Supports critical data compliance and reporting by assisting with data collection and verification for federal, state,
and local reports, including the CRDC and MARSS, and by managing census information.

Performs other related duties as assigned, contributing to the overall efficiency of district enrollment and student
data management.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum six (6) years of progressively responsible administrative support experience in a complex, data-
intensive environment, preferably within a K-12 school district or large organization., OR a combination of
education and experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Associate's or Bachelor's degree in Business Administration, Data Management, Education, or a related field.

Direct experience with student enrollment management, state reporting (e.g., MARSS, CRDC), or student
information system (SIS) administration in a K-12 school district.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Extensive knowledge of district policies, regulations, procedures, and processes.

Comprehensive understanding of applicable state and federal rules, regulations, and policies related to student data
and reporting (e.g., MARSS, CRDC).

In-depth knowledge of district organizational structure, departmental functions, and student data needs.

Expert knowledge of student information systems (SIS), particularly Infinite Campus and other specialized/custom
applications relevant to the district.

Expertise in the administration and use of Infinite Campus.
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» Strong understanding of customer service principles and practices.

* Knowledge of district budgeting and payroll systems.

* Advanced to expert level personal computer operations and software applications.

Skills

*  Superior planning, organizing, and work prioritization skills, with the ability to work independently.

» Exceptional ability to meet predetermined deadlines while demonstrating flexibility with workload and priority
shifts.

»  Strong communication skills, both orally and in writing, for diverse audiences.

» Expertise in interpreting, explaining, and applying written and oral instructions, procedures, and regulations.

* Advanced problem-solving skills for unique and/or complex issues.

* Excellent public relations skills, dealing tactfully and diplomatically with staff, students, and the public.

» Ability to gain cooperation and conformance without direct authority.

* Proven ability to maintain confidentiality with highly sensitive information, issues, and situations.

Abilities

*  Work independently under administrative direction, exercising a high degree of initiative and judgment.

* Lead and direct the work of other support staff where applicable.

* Manage highly sensitive confidential information with discretion and integrity.

* Analyze complex data from various sources to identify errors and propose solutions.

» Deliver clear, effective, and engaging training programs to diverse staff audiences.

» Adapt quickly to changes in regulations, systems, and district needs.

*  Collaborate effectively with multiple departments and stakeholders to achieve district goals.

* Resolve complex work problems and processes with creativity and tactical awareness.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(';s < <22

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

< |22 ]<2]<

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.
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RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
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© Public Schools

Facilities Clerical

SECTION I: GENERAL INFORMATION

Position Title: Depa_r_tment:

Facilities Clerical Facilities

Immediate Supervisor’s Position Title: FLSA Status

Facilities Manager Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Facilities Clerical provides essential administrative and clerical support to the
district's Facilities and Custodial/Engineering teams. This role is crucial for maintaining efficient operations,
managing communication, and ensuring vital supplies and services are procured and tracked. The Facilities
Clerical handles a diverse range of tasks from daily administrative support and data management to coordinating
health and safety initiatives and assisting with vendor relationships, directly contributing to the well-being and
functionality of district facilities.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

59

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Provides primary administrative support to facilities and operations staff, including answering phones, managing
correspondence, and responding to emails.

2. Manages daily and weekly data entry and communication within the attendance system for custodial staff,
ensuring accurate record-keeping and facilitating communication with engineers.

3. Coordinates the district's Health and Safety Emergency kits, including ordering products, managing inventory,
and ensuring timely distribution to designated locations in both fall and spring.

4. Assists with staff accident and incident reporting on a monthly basis, entering data and supporting the
documentation process.

5. Handles administrative workstation issues, assisting with badge or clearance problems for facilities staff.
Manages and updates spreadsheets for various facilities-related data, including granting system access when
direct supervisors are unavailable.

Tracks and monitors District utility usage, helping to manage and report on district-wide consumption.
Processes and uploads utility invoices, ensuring each invoice is accurately attached to its corresponding work
order.

9. Assists with the preparation and management of annual purchase orders for facilities, supporting the procurement
process.

10. | Manages fiscal year documentation, including organizing and removing records as required.

11. | Utilizes DocuSign for various departmental processes and assists with bidding documentation.

12. | Manages online supply orders for buildings, reviewing requests and coordinating approvals or denials after
consulting with relevant staff.

13. | Acts as a primary contact for key facilities contractors, overseeing contracts and scheduling services.




Coordinates the ordering and distribution of products for specific facility needs.
Participates in interview committees for facilities positions as needed.

Performs other related duties as assigned, contributing to the efficient operation of the Facilities department and
district-wide support initiatives.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of administrative support, clerical, or office management experience, preferably in a
facilities, operations, or school district environment., OR a combination of education and experience totaling
(3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Principles and practices of office administration, record-keeping, and communication.
Basic understanding of purchasing, inventory management, and vendor relations.
Familiarity with safety protocols and emergency preparedness.

Data entry procedures and information management systems.

General knowledge of utility tracking and invoice processing.

General knowledge of district operations and departmental functions.

Skills

Strong organizational and time management skills to handle multiple tasks and priorities effectively.
Excellent verbal and written communication skills for clear and professional interactions.

Proficiency in Microsoft Office Suite, particularly Excel for tracking and reporting.

Accurate data entry and attention to detail for maintaining precise records and financial documentation.
Problem-solving skills to independently address administrative issues and inquiries.

Interpersonal skills to build positive relationships with internal staff and external vendors.

Abilities

Work independently with general supervision and manage a diverse workload.
Prioritize tasks effectively to meet deadlines in a dynamic environment.
Communicate clearly and professionally with a wide range of stakeholders.
Quickly learn and adapt to new software and systems

60 Maintain meticulous records and ensure data integrity.




» Adapt to changing needs and unexpected requests within a facilities environment.
* Collaborate effectively with engineers, custodians, and other district staff.

» Learn and competently operate new technology systems relevant to the role.

*  Provide clear and helpful information to a diverse range of stakeholders.

* Demonstrate initiative in identifying and addressing administrative needs.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

34-66%
Frequently

Employee is required to: Never 1-33%
Occasionally

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. \

Up to 25 Ibs. \

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

(';s < <=2

Vision Requirements: No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

P P P P

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Bogrd Approval:




Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
= ’ High School Attendance Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: . .
High School Attendance Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
High School Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the High School Attendance Clerical provides essential administrative support primarily
focused on managing student attendance at the high school. This role involves meticulous record-keeping, high-volume
communication with families, and coordination with teachers and students to ensure accurate attendance data. The
Attendance Clerical also contributes to the smooth daily operations of the main office by providing general
administrative assistance and serving as a front-line point of contact for students, staff, and visitors.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Manages daily student attendance records, including listening to/reading voicemails, emails, texts, and electronic
forms (such as ParentSquare) to record all excused absences.

2. Manages student late arrivals and early dismissals: This involves signing students in/out, verifying reasons, and
updating records.

3. Tracks and follows up on unexcused absences/truancy, collaborating with administration or truancy officers as
directed.

4. Processes and distributes attendance notifications, generating, printing, stuffing, and mailing or electronically
sending 3-day and 7-day absence letters to families weekly.

5. Coordinates with teachers and substitutes by preparing and managing attendance rosters for absent teachers.
Communicates regularly with parents/guardians, teachers, and students regarding attendance issues, excused
absences, and make-up work coordination with counselors.

7. Assists with student transportation arrangements, particularly at the beginning of the school year and periodically
throughout.

Manages student locker assignments, especially at the start of the school year and as needed.
Provides general main office support: greets and directs visitors, answers phone inquiries, processes general
incoming/outgoing mail, and issues visitor passes and student passes.

10. | Assists the Senior Administrative Clerical with various general administrative tasks as needed, including minor
student record changes and basic office supply support.

11. | Corrects student attendance records for activities or field trips.

12. | Participates in weekly Attendance Team meetings.

135 | Performs other duties as requested, contributing to overall office efficiency.




SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of administrative or office clerical experience, preferably in a high-volume
environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of office administration procedures and record-keeping.

* Understanding of attendance policies and school operational procedures.

* Familiarity with student information systems for data entry.

» Customer service principles for interacting with students, parents, and staff.

Skills

»  Exceptional organizational skills for managing high volumes of attendance information.
»  Strong verbal and written communication skills for clear and empathetic interactions.

*  Meticulous attention to detail and accuracy in data entry and record maintenance.

» Proficiency in using communication tools (voicemail, email, text, and other electronic systems like ParentSquare).
* Ability to manage multiple tasks and prioritize effectively.

Abilities

*  Work independently under general supervision.

* Handle high call and message volumes efficiently.

*  Maintain strict confidentiality of student information.

* Communicate sensitively and clearly with diverse individuals.

* Adapt quickly to daily changes in attendance needs.

* Collaborate effectively with school staff and teams.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently
Stand
Walk N
Sit N
Elae hands dexterously (use fingers to handle, \




feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 lbs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 1bs.

Vision Requirements:

No special vision requirements

<§ < |22

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<2222

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to

lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION 1V: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
= ’ High School Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
High School Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
High School Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the High School Clerical serves as a vital administrative hub within the high school's main
office, providing administrative support to the Principal and staff to ensure the efficient operation of the school. This
role manages critical daily operations, including the coordination of substitute teachers, management of student records,
assistance with major school events, and administrative aid to leadership, certified, and non-certified staff. Acting as a
liaison for students, parents, and the community, this position also collaboratively develops inter-office operating
procedures, navigates a dynamic environment, handles diverse responsibilities with exceptional organizational skills,
systems proficiency, and a proactive approach, all while maintaining strict confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

66

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Coordinates daily substitute teacher coverage, managing Frontline, preparing sub sheets/rosters, and assisting
with sub onboarding.
2. Manages main office operations and communications, including screening calls, processing mail/forms/faxes, and
serving as a central contact.
3. Provides staff administrative support, initial timesheet approval, manage time clock access, time-off requests, and
managing access badges.
4, Oversees student identity and record management, coordinating Picture Day, ordering student ID cards when
requested, managing photo uploads, and ordering diploma and certificates of attendance.
5. Assists with major school events, handling administrative aspects of Graduation (diplomas, programs, tickets)
and Honors Night.
6. Manages staff onboarding and offboarding, setting up extensions, providing system access guidance, and
ensuring checklist completion.
Prepare and distribute report cards.
Provides daily attendance support, taking calls, issuing passes, and marking absences in the student information
system.
9. Generates specialized reports using the student information system for staff as needed.
10. | Facilitates office supply inventory and ordering, maintains building supplies for copy machines/printers, and
directing Student Cadets for deliveries.
11. | Leads key summer administrative tasks, including creating class sections, updating summer mailers, and
preparing teacher sub folders.




12. | Coordinates schedule adjustments at the start of each school year, working with counselors to modify and
distribute student schedules.

13. | Provides administrative and operational assistance to administrators and district staff, adapting to changing needs.

14. | Manages student records and requests: including previous student transcripts and replacement diploma
information.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of administrative support or office clerical experience, preferably in an educational or
community-focused setting, OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of general office administration, record-keeping, and event coordination.

» Familiarity with basic financial processes, including expense reimbursements and contract documentation.

+ Familiarity with basic computer applications for document creation and data entry.

* Knowledge of or willingness to learn about American Indian Education programs, relevant state/federal
regulations (e.g., Title VI, JOM), and cultural protocols.

* Proficiency in Microsoft Office Suite and other relevant software for document creation and data management

Skills

+ Strong organizational skills to manage multiple tasks, records, and event logistics.

*  Clear and professional verbal and written communication skills for note-taking, correspondence, and committee
interactions.

+ Attention to detail and accuracy in data entry, financial processing, and compliance documentation.

» Ability to solve routine administrative problems.

+ Effective interpersonal skills for engaging with families, committee members, and staff.

Abilities

*  Work effectively under general supervision, following instructions and procedures.

*  Prioritize tasks and manage time effectively.

* Maintain strict confidentiality of sensitive student and program information.
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* Communicate clearly and respectfully with diverse stakeholders, including families and community members.

* Adapt quickly to new administrative procedures and system functionalities.

* Collaborate effectively with the AIE Coordinator and other departmental staff.
* Demonstrate cultural sensitivity in all interactions related to the American Indian Education program.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(';s < <=2

No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Boggd Approval:

Date




Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

© Public Schools

High School Registrar

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
High School Registrar Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
High School Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Operating under minimal supervision, the High School Registrar serves as the confidential secretary to the counseling
department, providing comprehensive administrative support to school counselors and site administration. This pivotal
role involves meticulous management of highly sensitive student records and data, including processing complex
enrollment and post-secondary application requirements. The Registrar acts as a primary liaison for students, families,
and external entities, ensuring strict confidentiality, accuracy, and a welcoming environment while performing diverse
clerical and data processing duties vital to the department's efficient operation.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

70

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Serve as confidential clerical to the counseling department, managing schedules, appointments, and the
counseling calendar, while processing sensitive student, staff, and school district information with strict data
privacy.

2. Act as the primary receptionist for the guidance office, greeting visitors, answering telephones, making
appointments for students, and serving as an information liaison for students, parents, and other officials.

3. Manage and process student transcripts, including mid-year and end-of-year transcripts to colleges, processing
requests from past and current students, providing education verification, and collecting/securing associated fees.

4. Assist students with college and scholarship applications, entering high school data and teacher
recommendations.

5. Perform comprehensive student data entry and maintenance, including test scores, 504 plans, special services
entries, foreign exchange student information, and student schedule changes.

6. Administer program-specific coordination, including managing PSEO (sending information/transcripts, inputting
transcripts, verifying dates with schools) and CITS (rosters, sending/reviewing).

7. Administers student grading and report card processes, verifying entries, and managing grade
changes/incompletes.

8. Compile and disseminate reports and data, including the annual school profile update, the college summary
report, and other post-high school institutional information.

0. Coordinate and assist with various guidance office events, such as Honors Night (program creation, scholarship
certificates, invitations, picture book preparation), Graduation (diploma ordering), Scholarship Night, Future
Planning Night, 9th Grade Information Night, ACT/AP testing, and return-to-school events.

10. | Provide regular communication and correspondence with counseling staff, students, and parents.




1.

12.
13.

14.
15.

Maintain office security, which includes locking/unlocking doors, filing cabinets, and securing checks, cash, and
personal data.

Assist in proofing and maintaining the counseling website.

Perform general clerical duties, including word processing and correspondence for staff, copying, filing,
emailing, sending faxes, and using the Internet as necessary.

Send 504 Plans to parents and copies of the plan to applicable teachers at the beginning of each term.

Performs other duties as assigned or apparent to support the dynamic needs of the counseling office.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of administrative or office clerical experience, preferably in a high-volume
environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Experience in a school office, guidance office, or registrar position.
Familiarity with state reporting requirements for student data (e.g., MDE).
Training in mental health first aid or crisis intervention.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Comprehensive knowledge of student record management principles, confidentiality laws, and educational data
privacy.

In-depth understanding of high school counseling office operations and student support services.

Familiarity with college application processes, transcript requirements, and scholarship programs.
Understanding of mental health support needs in a school environment and appropriate crisis response protocols.

Skills

Exceptional organizational and record-keeping skills for accurate student data.

Strong verbal and written communication skills for professional and empathetic interactions.
Advanced data entry and systems management skills with high accuracy.

Excellent problem-solving and independent judgment for complex issues.

Effective interpersonal skills to create a welcoming and safe environment.

Abilities

Work independently with minimal supervision, demonstrating initiative and adaptability.
Maintain strict confidentiality and personal sensitivity in all duties.
Respond effectively to student crisis situations, following trained protocols.

.
-
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* Analyze student records to identify critical information and potential concerns.

*  Manage multiple, high-priority tasks simultaneously in a fast-paced setting.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 lbs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 1bs.

Vision Requirements:

; < |22

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<2222

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated

with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION 1V: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

Date
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~ D u I ut h POSITION DESCRIPTION
o y Middle School Attendance Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Department:
Middle School Attendance Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Middle School Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

The Middle School Attendance Clerical plays a dual and essential role in the daily operation of the middle school. This
position is primarily responsible for managing all aspects of student attendance, ensuring accurate records, facilitating
communication with families, and upholding school attendance policies. Additionally, this role provides support for
middle school athletic and extracurricular activities. This position requires strong organizational skills, attention to
detail, excellent communication, and the ability to manage multiple priorities in a dynamic middle school environment.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Manages daily student attendance records, accurately processing tardy arrivals, absences, and early dismissals
based on various communication inputs (e.g., voicemails, emails, notes).
2. Communicate with students, teachers, and parents/guardians regarding attendance issues, excused absences, and
related concerns. Create and distribute weekly announcements via SMORES and social media platforms
3. Tracks and follows up on unexcused absences, collaborating with administration as directed.
4, Administers and clearly communicates school attendance policies and procedures, and assists with preparing
routine attendance notifications.
5. Serves as the primary liaison for attendance-related inquiries, resolving routine issues and directing complex
cases.
6. Input out of School Suspensions into Infinite Campus and processes that paperwork to families.
7. Assists with the daily management of tracking student attendance and maintaining records.
8. Prepare and submit the annual school Disciplinary Incident Reporting System (DIRS) report
9. Participate in Attendance Team meetings including sending letters and contract meeting notices as decided by the
Attendance Team.
10. | Maintains and updates middle school activity calendars and various communication channels.
11. | Manages student locker assignments at the start of the school year and as needed throughout.
12. | Managing the door to visitors and students entering the secure building including answering the intercom.
13. | Assisting in planning Family Nights and Open Houses.
14. | Create and present daily video announcements.
15. | Provides general main office support, including greeting visitors, answering phones, and issuing visitor/student
passes.
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SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum two (2) years of administrative or office clerical experience, preferably in a high-volume
environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of office administration procedures and record-keeping.

* Understanding of attendance policies and school operational procedures.

*  Familiarity with student information systems for data entry.

» Customer service principles for interacting with students, parents, and staff.

Skills

* Exceptional organizational skills for managing high volumes of attendance information.
» Strong verbal and written communication skills for clear and empathetic interactions.
*  Meticulous attention to detail and accuracy in data entry and record maintenance.

* Proficiency in using communication tools (voicemail, email, text, ParentSquare).

» Ability to manage multiple tasks and prioritize effectively.

Abilities

*  Work independently under general supervision.

* Handle high call and message volumes efficiently.

*  Maintain strict confidentiality of student information.

* Communicate sensitively and clearly with diverse individuals.

»  Adapt quickly to daily changes in attendance needs.

* Collaborate effectively with school staff and teams

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently
Stand V
24 Walk N




Sit

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 lbs.

Vision Requirements:

No special vision requirements

<§ <2 < |2 ]

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<222 ]2

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to

lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION 1IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
o . Middle School Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
Middle School Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Middle School Principal Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under minimal supervision, the Middle School Clerical plays a pivotal and central role in the daily operations and
smooth functioning of the middle school office. This position serves as the primary point of contact for students,
parents, staff, and visitors, navigating the unique energy and diverse needs of a middle school community. The Lead
Clerical is responsible for managing a wide range of administrative, communication, and logistical tasks, often working
autonomously and exercising independent judgment. This essential role requires exceptional organizational skills, a
proactive approach, strong communication abilities, and the capacity to manage multiple priorities in a dynamic, fast-
paced environment where adaptability and responsiveness are key.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Manages overall office operations, acts as the primary point of contact, handles incoming communications, and
ensures efficient information flow for students, parents, and staff.
2. Oversees the Frontline substitute management system to ensure adequate staff coverage, manages staff time clock
issues, and processes Skyward timesheet and vacation first level approvals.
3. Manages student information in the student information system, processes enrollment changes, prints schedules
and report cards, handles locker assignments, and assists with attendance.
4. Manages the school budget, processes purchase orders, handles all incoming money, prepares deposits, manages
school debit cards, and processes invoices.
5. Provides high-level administrative support to the Principal and Assistant Principals, including calendar
management, correspondence, and various operational needs.
6. Facilitates new staff onboarding, including network access and badge requests, and creates requisitions for job
postings.
7. Manages copy machine operations (supplies, service), oversees mailroom functions, ensures security protocols,
and is knowledgeable about building safety systems.
8. Maintains the security and confidentiality of all sensitive student, personnel, and financial information, ensuring
accuracy of data input and record-keeping.
9. Handles routine issues and emergencies concerning employees and students, making independent or collaborative
decisions to resolve situations effectively.
10. | Assists parents with ParentPortal access, addresses inquiries, and maintains a welcoming and professional
demeanor in all interactions.
11. | Supports the coordination of school-wide events like picture day, assists with Master Schedule creation, and
76 | processes field trip and transportation requests.




12. | Operates and troubleshoots various office equipment and utilizes assigned software systems efficiently.

13. | Provides work direction to other assigned office personnel and offers guidance to school staff as needed.
14. | Compiles information, prepares, and maintains a variety of comprehensive records and reports related to assigned
activities.

15. | Responsible for the daily opening and closing procedures of the main office when other key personnel are
unavailable.

16. | Performs other related duties as necessary to support the overall operations and needs of the school.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of administrative or office clerical experience, preferably in a school environment.
OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

»  Experience in a secondary school setting.
»  Experience handling school funds or budgets.
*  Prior experience coordinating school-wide events or programs.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge
«  Deep knowledge of middle school office procedures, records, and operations.
« Strong understanding of substitute teacher systems.
« Proficient in student information systems for data entry, reporting, student records, and tracking support services.
« Knows middle school grading, attendance, disciplinary tracking, and event coordination.
Skills
«  Excellent at managing high-volume tasks, parent inquiries, and deadlines.
«  Superior verbal and written skills for empathetic, professional interactions with all.
« Resolves daily issues, diffuses minor conflicts, and adapts to demands.
« Meticulous accuracy in all data, records, and sensitive documents.
« Advanced skills in relevant software, including communication tools.
« Collaborates effectively with staff, students, and diverse parents; shows patience.
Abilities
*  Works autonomously, uses sound judgment on student and parent issues.
» Manages tasks effectively in a dynamic, often emotional environment.
* Maintains strict privacy of sensitive information, understands FERPA.
Adjusts quickly to new challenges, especially regarding student well-being and parent concerns.
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*  Provides clear, helpful guidance to the school community, including students and parents.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 lbs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(;s < |22

No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated

with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

Date
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~ D u I ut h POSITION DESCRIPTION
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’ HRIS/Payroll Supervisor
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Department:
HRIS/Payroll Supervisor Human Resources
Immediate Supervisor’s Position Title: FLSA Status
Director of Human Resources Non-Exempt
Pay Grade Assignment: Bargaining Unit:
Executive Employees Association

Accountable For (job titles): Payroll Clericals, Payroll Specialist

General Summary of Purpose Of Job:
Under minimal supervision, the HRIS/Payroll Systems Supervisor is a pivotal leadership position responsible for

the functional design, configuration, and strategic oversight of the District's Human Resources Information
System (HRIS) and Payroll operations. This role performs complex data analysis, leads the development and
implementation of systems procedures, and provides technical leadership to the HR and Payroll staff, including
direct supervision of the Payroll employees. The supervisor is responsible for ensuring data integrity, accurate
system processing, compliance with federal/state reporting requirements, and optimizing the use of technology to
enhance efficiency across the department and the District.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Supervises and manages the Payroll and HRIS staff, including the Lead Payroll Specialist, setting performance
goals, assigning and reviewing work, and providing coaching, training, and development to ensure timely and
accurate execution of all department functions.

2. Acts as the subject matter expert and system administrator for the District's HRIS platform overseeing core
system functionality, conducting regular system and process audits to ensure data integrity, and collaborating on
system updates and upgrades.

3. Serves as the primary contact between HR, Payroll, and District IT staff, focusing on functional system integrity
and ensuring correct system processing. Collaborates with IT to manage technical integrations, implement system
patches, and ensure the reliability of the system infrastructure.

4. Provides functional oversight for the end-to-end processing of all scheduled and unscheduled payrolls, managing
the accurate calculation of all compensation types (wages, overtime, stipends, etc.), tax withholdings, deductions
(union dues, benefits, garnishments), and retirement contributions (PERA, TRA) in strict adherence to federal,
state, and bargaining unit contracts.

5. Collaborates closely with HR Specialists and the Benefits and Engagement Coordinator to validate high-impact
employee data changes, including new hire onboarding, benefit deductions, leave accruals, and status changes,
ensuring maximum data integrity within the HRIS.

6. Serves as the primary advisor to all payroll staff by interpreting complex clauses within bargaining unit
agreements and state/federal regulations, and translating them into documented standardized operating
79 | procedures (SOPs) and internal controls for accurate payroll execution.




10.

11.

12.

Develops and delivers advanced functional training to all HRIS/Payroll system users (payroll staff, HR
specialists, benefits coordinator, and site clerical staff) on system best practices, compliance updates, and
efficient data input methods to maximize departmental efficiency.

Leads the preparation and complex reconciliation of quarterly and annual tax reports (e.g., W-2s, 941s), works
with finance and accounting to reconcile the payroll sub-ledgers with the general ledger, and supports internal
and external audits (including benefits and workers' compensation).

Oversees and audits the maintenance of all employee data (new hires, terminations, status changes) and actively
maintains and verifies Position Control records to align staffing requisitions with organizational budgets and
approvals.

Creates, analyzes, and prepares advanced query reports for internal management, external agencies, and
government submission, utilizing HRIS tools for data verification, decision support, and compliance
documentation.

Serves as the first point of escalation for complex employee inquiries regarding pay, HRIS access, and
corrections, ensuring high levels of customer service and clear communication across the District.

Performs other duties as assigned, including stepping in to assist with escalated system or payroll crises.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:

X Required Work Experience in Addition to Formal Education/Training:
Minimum five (5) years of demonstrated experience in advanced database management, HRIS
administration, and/or payroll leadership, with at least two (2) years of HRIS experience.

X Required Supervisory Experience:

Minimum of one (1) year of supervisory experience (or demonstrated leadership experience over technical
staff or functions).

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Bachelor’s degree in Management Information Systems, Human Resources, Finance, or a related field.

Experience in position control in a public sector or school district setting.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Expert knowledge of HRIS/Payroll relational database structures, reporting tools, and data integration principles.
Comprehensive knowledge of federal and state payroll and employment regulations.

In-depth understanding of the payroll lifecycle, accounting principles related to payroll, and internal control best
practices.

Proficiency with AS/400 and modern PC applications, including advanced spreadsheet/database management.
Expertise in analyzing and translating complex union/bargaining unit contract language and government mandates

aU




into system configuration and payroll rules.
*  Working knowledge of project management methodologies and change management principles for successful
system upgrades and process rollout.

Skills
* Exceptional analytical and problem-solving skills to diagnose and resolve complex system and data integrity
issues.

* Demonstrated leadership and supervisory skills to manage technical functions and mentor staff effectively.

» Strong verbal and written communication skills for training, documentation, and technical/non-technical audience
presentations.

* Proven ability to manage project timelines for system updates, implementations, and process streamlining.

*  Superior skills in developing and maintaining robust internal control procedures and documentation for audit
readiness and data governance.

Abilities

* Independently manage and administer core HR/Payroll information systems and associated hardware/software.

» Serve as a technical authority and strategic partner to HR and Finance leadership.

» Uphold the highest level of confidentiality, ethical standards, and discretion with sensitive system and employee
data.

*  Work effectively as a self-starter with minimal supervision, demonstrating initiative and strategic foresight.

»  Establish and maintain effective working relationships with the public, staff, and external technical consultants

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently

Stand N N

Walk N

Sit N

Use hands dexterously (use fingers to handle, ~
feel)

Reach with hands and arms ~

Climb or balance ~

Stoop/kneel/crouch or crawl ~

Talk and hear N

Taste and smell ~

Lift & Carry: Up to 10 Ibs. ~

Up to 25 Ibs. ~

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 Ibs.

Vision Requirements: No

4;444

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

< |||

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
81




lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION 1V: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 9/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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© Public Schools

Payroll Clerical

SECTION I: GENERAL INFORMATION

Position Title: Department:

Payroll Clerical Human Resources

Immediate Supervisor’s Position Title: FLSA Status

Payroll/HRIS Supervisor Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under administrative direction, the Executive Assistant - Payroll provides crucial, high-level administrative
support while directly managing the accurate and timely execution of the district's comprehensive payroll
operations. This role involves the meticulous processing of bi-weekly payrolls, detailed financial data
management, reconciliation of information, and the completion of essential tax filings and liability payments. As a
trusted point of contact, the Executive Assistant - Payroll supports employee inquiries, maintains absolute
confidentiality, and ensures strict adherence to all financial regulations, demanding exceptional precision, strong
independent problem-solving skills, and the ability to thrive under pressure with critical deadlines.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Process the bi-weekly payroll cycle, including tracking and reviewing electronic timesheets, and sending
reminders for unsubmitted or incorrect entries.

2. Prepare semi-monthly payrolls by validating data, identifying discrepancies, and making necessary corrections
and adjustments for precise employee compensation.

3. Research and respond to payroll-related inquiries from District staff concerning pay, deductions, benefits, time
off, and tax implications.

4. Handle all confidential payroll and employee data with discretion, adhering strictly to privacy regulations and
District policy.

5. Apply federal, state, and local tax regulations and retirement system implications to District benefits, employee
deductions, and various compensation types to ensure accurate withholding and reporting.

6. Complete employment verifications by accurately responding to external inquiries via phone and written requests,
and maintaining detailed records.

7. Maintain and update employee time off allocations (e.g., sick, vacation, personal leave) within the payroll system,
reconciling balances for correct accruals and usage, and entering leave without pay (LWOP) transactions.

8. Maintain the payroll database and employee records through ongoing data validation, auditing, and timely entry
of all employee changes (e.g., W-4s, bank/direct deposit, new employee files, PERA/TRA exclusion lists).

9. Run reports and initiate payments for all payroll-related liabilities, including Federal and State taxes, PERA,
TRA, HRA, FLEX, 403(b)/TSA, Severances, Union Dues, Child Support, Levies, and other garnishments.

10. | Process all types of compensation inputs, including paper invoices for W-2 employees, and preparing/uploading

83 lists for curriculum, overloads, and co-curricular stipends.




11. | Perform thorough payroll reconciliations, including Frontline/Skyward time off comparisons, and update 941 tax
information on reconciliation spreadsheets.

12. | Manage extra payroll runs as needed for missed paychecks, retro pay after new contracts are finalized, and
summer contract payoffs, including handling returned payments and processing Void and Reissue payrolls.

13. | Prepare and submit all required quarterly and annual tax and wage reports (e.g., Federal 941, MN Unemployment,
MN State Tax Withholding), including preparing, mailing, and submitting annual W-2s to relevant agencies.

14. | Complete the Annual Employment Census and update tax-exempt employee status annually.

15 | Provide backup support for other positions within the Payroll Department and perform other related duties as
assigned

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum six (6) years of progressively responsible experience in payroll processing, financial data
management, or a closely related business support role is preferred, OR a combination of education and
experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

*  Minimum two (2) year college degree preferred. Related coursework preferred.
» Experience in coordinating projects, logistics, and training events.
+ Experience in school district setting preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of union contracts and their direct impact on payroll processing, including wages, benefits,
and deductions

*  Good understanding of District policies, regulations, procedures, and processes relevant to payroll operations.

*  Working knowledge of applicable federal, state, and local tax regulations (e.g., W-2, Federal 941), retirement
implications, and other payroll-related compliance requirements (e.g., garnishments, child support, levies).

» Familiarity with District budgeting, payroll processing, bookkeeping, and basic accounting principles.

* Competency in modern office methods, practices, and procedures, including personal computer operations and
various software applications.

» Good grasp of customer service principles and best practices in a financial support context.

Skills

» Strong attention to detail and accuracy in data entry, calculations, reporting, and reconciliation tasks.

s, Ability to identify and resolve routine payroll discrepancies and issues.




*  Good verbal and written communication skills, with the ability to clearly convey payroll information to District

staff.

» Skilled in organizing and prioritizing a workload, managing multiple tasks, and meeting deadlines.

* Proficient with computerized payroll and HR/financial software systems (e.g., Skyward, Frontline, or similar
platforms) for data entry and basic reporting.

* Proficient data entry skills, including 10-key and keyboarding.

*  Competent mathematical skills

* Proficient in utilizing standard software applications (e.g., Microsoft Excel, Word) for document creation, data

management, and reporting.
Abilities

*  Perform calculations (add, subtract, multiply, divide, percentages) accurately.
*  Work with minimal supervision and manage a consistent, time-sensitive workload.

* Communicate clearly and concisely.

» Identify and assist in resolving routine issues.
* Maintain a high level of accuracy and attention to detail.

» Learn and adapt to new technologies and processes.

» Uphold strict confidentiality and exercise discretion with sensitive information.
*  Apply common sense understanding to carry out instructions furnished in written or oral form.

* Deal with routine problems in standardized situations.
*  Develop and maintain effective working relationships.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs.

Up to 50 lbs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(;s < |22

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.
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RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 5/2025

Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:
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- Payroll Specialist
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Department:
Payroll Specialist Human Resources
Immediate Supervisor’s Position Title: FLSA Status
Payroll/HRIS Supervisor Non-Exempt
Pay Grade Assignment: Bargaining Unit:
Executive Employees Association

General Summary of Purpose Of Job:

Under administrative direction, the Payroll Specialist serves as a subject matter expert and directly manages the

comprehensive and accurate execution of the district's payroll operations. This high-level role involves the
meticulous processing of multi-cycle payrolls, detailed financial data management, complex reconciliations, and
the completion of all essential tax filings and liability payments. The Senior Payroll Specialist is a trusted point of
contact for all payroll-related matters, maintains absolute confidentiality, and ensures strict adherence to all
financial regulations. The position demands exceptional precision, strong independent problem-solving skills, and
the ability to thrive under pressure with critical deadlines.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:
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Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Serves as the lead for the payroll function, providing expert guidance, support, and direction to other staff
regarding complex payroll issues and procedures.

2. Manages and oversees the bi-weekly and semi-monthly payroll cycles, ensuring accurate data entry, processing,
and timely submission for all employee types.

3. Researches and resolves complex, escalated payroll inquiries from District staff concerning pay, deductions,
benefits, time off, and tax implications, acting as the primary point of contact for difficult issues.

4. Audits and validates all confidential payroll and employee data, ensuring strict adherence to privacy regulations
and District policy.

5. Acts as a subject matter expert on federal, state, and local tax regulations and retirement system implications to
ensure accurate withholding and reporting for all employee compensation types.

6. Oversees employment verifications by accurately responding to external inquiries via phone and written requests,
and maintaining detailed records.

7. Manages and performs complex reconciliations of all payroll-related liabilities, including Federal and State taxes,
PERA, TRA, and other garnishments, ensuring timely payments and accurate reporting.

8. Develops and maintains the payroll database and employee records through ongoing data validation and auditing,
and timely entry of all employee changes.

9. Coordinates and executes the preparation and submission of all required quarterly and annual tax and wage
reports (e.g., Federal 941, MN Unemployment, MN State Tax Withholding), including the annual W-2 process.

10. | Leads the reconciliation process for all payroll inputs, including timekeeping, stipend lists, and compensation
inputs, identifying and correcting discrepancies.




11. | Provides backup support for other positions within the Payroll Department and performs other related duties as
assigned.

12. | Serves as a key collaborator with HR and Finance leadership on special projects, system upgrades, and process
improvements to enhance payroll efficiency.

13. | Provide backup support for other positions within the Payroll Department and perform other related duties as
assigned

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of progressively responsible experience in payroll processing, financial data
management, or a closely related business support role is preferred, OR a combination of education and
experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

*  Minimum two (2) year college degree preferred. Related coursework preferred.
* Experience in coordinating projects, logistics, and training events.
»  Experience in school district setting preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge
*  Expert knowledge of payroll principles, federal and state wage/hour laws, tax regulations, and accounting
standards.

* In-depth knowledge of union contracts and their direct impact on payroll processing.
* Demonstrated expertise in an enterprise payroll and HRIS system for complex data management, reporting, and

reconciliation.
* Strong understanding of internal controls and audit preparation processes.
Skills

*  Exceptional organizational, analytical, and problem-solving skills for high-volume, complex workloads.

*  Superior verbal and written communication skills to articulate complex payroll information clearly and effectively
to diverse audiences.

* Proven ability to lead, mentor, and train other staff members.

* Advanced proficiency in data analysis and reconciliation using spreadsheets.

Abilities

* Independently analyze, diagnose, and resolve complex payroll and administrative problems.

*  Provide effective leadership and direction to the payroll team, fostering a collaborative and efficient work

88 environment.




*  Maintain the highest level of confidentiality and exercise discretion with sensitive information.
*  Proactively identify opportunities to improve and streamline payroll processes.

*  Apply common sense understanding to carry out instructions furnished in written or oral form.
* Develop and maintain effective working relationships.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously

Occasionally Frequently

Stand

Walk N

Sit N

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 lbs. V

Up to 25 lbs. \

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

c';s < |2 |2

Vision Requirements: No

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

22222

Peripheral Vision

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.
General Physical Conditions:

Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION 1V: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 9/2025

Board Approval:
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Reviewed/updated:
Reviewed/updated:
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Purchasing Clerical

SECTION I: GENERAL INFORMATION

Position Title: Department: .

Purchasing Clerical Business Services

Immediate Supervisor’s Position Title: FLSA Status

Executive Director of Business Services and Finance Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Purchasing Clerical provides specialized administrative and operational support for
the district's purchasing activities. This role is primarily responsible for the complete purchasing lifecycle related
to Career and Technical Education (CTE) programs and various grant-funded initiatives. This position requires a
high degree of attention to detail, analytical ability, and independent problem-solving to ensure the accuracy and
timely processing of complex purchasing transactions. The Purchasing Clerical serves as a key liaison with
internal departments and external vendors, and also supports general purchasing for the school district as needed,
ensuring all procurements comply with federal, state, and district regulatory requirements.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:
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Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Administers and executes purchasing procedures for CTE and grant-funded programs, overseeing site purchasing,
reviewing quotes for tax exemption, ensuring complete product descriptions, and assigning appropriate budget
and grant codes for tracking.

2. Provides high-level financial oversight and reporting for CTE and grant programs, analyzing purchasing data to
help inform budget planning and resource allocation.

3. Acts as a primary point of contact for CTE audits and grant administrators, ensuring all financial documentation
and purchasing records are accurate and readily available.

4. Manages the full purchase order (P.O.) lifecycle for CTE and grant purchases, including creating and sending
P.O.s to vendors, facilitating shipments to sites, and managing annual blanket P.O.s, ensuring strict alignment
with district policies and grant-specific rules.

5. Reconciles complex vendor invoices and statements, splitting amounts across departments or multiple
grant/budget codes, and resolving discrepancies and billing issues.

6. Provides dedicated support for staff purchasing needs, assisting with order placement, navigating the purchasing
system, and ensuring adherence to procedures for grant-funded items.

7. Ensures rigorous financial compliance and reporting for purchasing, including verifying vendor data, applying in-
depth knowledge of UFARS to daily tasks, and generating purchasing reports for auditors and grant managers.

8. Maintains accurate purchasing and financial records, performing regular reconciliations and managing digital and
physical vendor and purchase order files.

9. Collaborates and communicates effectively with CTE staff, grant managers, principals, coordinators, and other
department personnel to answer questions, resolve problems, and explain purchasing policies and procedures.




10. | Manages vendor relationships, receiving and responding to inquiries, concerns, complaints, and requests for
assistance in a professional and courteous manner. Enter vendor information into finance system, such as 1099 or
Wo.

11. | Assists with training and professional development, hosting informational sessions and training new
office/clerical staff on purchasing procedures, especially those related to CTE and grants.

12. | Attends staff meetings, trainings, seminars, and workshops to enhance job knowledge and skills.

13. | Performs general office and administrative tasks, including establishing and maintaining files, copying, filing,
faxing, emails, answering telephones, and assisting with special projects as required.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of progressively responsible experience in purchasing, accounts payable, or related
administrative support, demonstrating a strong understanding of procurement and financial operations, OR a
combination of education and experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

*  Associate's or Bachelor's degree in Business, Accounting, Finance, or a related field is preferred.
+  Experience in school finance, specifically with grant or CTE purchasing.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

* Knowledge of purchasing policies, accounting standards, and internal controls.

*  Understanding of financial regulations and compliance, with an ability to learn specific requirements (e.g.,
UFARS).

* Advanced customer service principles in financial and vendor interactions.

» Proficiency in enterprise financial software and Microsoft Excel for data analysis and reconciliation.

» Proficiency in digital and physical purchasing record-keeping and audit readiness.

Skills

* Strong organizational and time management skills for high-volume, deadline-driven workloads.

» Strong verbal and written communication skills to articulate financial and purchasing information clearly.

*  Absolute discretion and strict confidentiality with sensitive financial data.

* Proficient operation of office equipment essential for financial processing.

»  Skill in designing and maintaining robust financial filing and record management systems.

* Adept at interpreting and applying purchasing policies and regulations.

Strong judgment and analytical skills to resolve financial discrepancies.

» ., Data analysis and reconciliation skills using spreadsheets for financial validation and reporting.




*  Proactive problem-solving skills to anticipate and resolve operational challenges.

Abilities

» Foster collaborative relationships with staff, vendors, and external partners.

*  Work independently with minimal supervision, demonstrating initiative and efficiency under pressure.
* Independently identify, analyze, and resolve financial and administrative problems.

* Uphold the highest level of confidentiality and ethical standards.
* Accurately classify, record, retrieve, and verify large volumes of purchasing data.
» Utilize financial software features to optimize workflows and generate reports.

*  Apply strong mathematical aptitude for financial calculations and data validation.
* Adapt and remain flexible amidst evolving regulations, software, and priorities.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(;s < |22

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
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This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
Prepared by TS 9/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

_ School Activities and Treasury Clerical
© Public Schools
SECTION I: GENERAL INFORMATION

Position Title: Depaljtment: ' '
School Activities and Treasury Clerical Teaching, Learning and Equity
Immediate Supervisor’s Position Title: FLSA Status
Athletic Director Non-Exempt
Pay Grade Assignment: Bargaining Unit:

Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, the School Activities and Treasury Clerical serves as a vital administrative hub for all
athletic, co-curricular, and extracurricular programs within the school. This role provides comprehensive
administrative, financial, and logistical support to ensure the efficient operation of a broad range of student activities
and events. The School Activities and Treasury Clerical manages critical daily and seasonal operations, including
online ticketing, eligibility tracking, budget oversight, equipment purchasing, and event coordination. Acting as a key
liaison for coaches, advisors, students, and families, this position navigates a dynamic environment, handles diverse
responsibilities with exceptional organizational skills, systems proficiency, and a proactive approach, all while
maintaining strict financial and student data confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

1. Manage all athletic and activity event logistics, including preparing online ticketing sites, compiling rosters, and
setting up cash boxes for all games.

2. Coordinate comprehensive game-day and event setup, overseeing concessions, supply management, and other
operational arrangements.

3. Process all student eligibility for activities, tracking physicals, collecting payments, and ensuring compliance.

4. Build and maintain athletic and activity registration websites annually, actively assisting coaches and families
with app navigation and data entry.

5. Oversee all activity and general school budget management, accurately tracking expenditures, understanding
proper budget codes, and reconciling accounts.

6. Execute comprehensive purchasing for athletics, activities, CTE classes, and the entire school, from obtaining

quotes to creating purchase orders.

7. Manage all school P-Cards, including secure disbursement, meticulous receipt collection, and logging usage
across departments.

Process all staff, coach, and event worker reimbursements and payments accurately and in a timely manner.

Serve as a central communication hub for scheduling, cancellations, and vital activity information for staff,
students, and families.

10. | Provide extensive administrative support to coaches and advisors, including app assistance, scheduling
coordination, and facilitating meetings.

11. | Assist with specific building operations, including managing common area TVs and overseeing student and staff
parking passes.

12. | Compile and analyze data for various critical reports, including student credit checks and MSHSL grant
submissions.
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Perform all other duties as assigned, demonstrating flexibility and a proactive approach to support overall school
operations.

“ 13.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of experience in an administrative or clerical role, preferably within a school
activities/athletics department, OR a combination of education and experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

» Associate's or Bachelor's Degree in Business Administration, Office Management, Sports Management, or a
related field.

»  Prior experience specifically in a high school athletic or activities department.
* Demonstrated experience in training staff on administrative or financial procedures.
*  Familiarity with MSHSL (Minnesota State High School League) rules and regulation.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Deep understanding of school-wide budget management, purchasing, and deposit procedures.
+ Comprehensive knowledge of athletic/activity eligibility, compliance, and event operations.

*  Familiarity with student information systems, financial software, and registration platforms.

+ Knowledge of managing supplies, equipment, and large-scale deliveries.

Skills

* Accuracy in handling cash, budgets, invoices, and reimbursements.

* Excellent ability to manage high-volume tasks and multiple complex projects.

+ Strong verbal and written communication for effective interaction with staff, families, and vendors.
*  Proactive in resolving operational issues and financial discrepancies.

* Advanced proficiency in office software, financial systems, and online platforms.

* Builds strong relationships and collaborates effectively across departments.

Abilities

*  Ability to work autonomously, exercising sound judgment in financial and activity decisions.
* Capacity to handle significant workloads in a dynamic, deadline-driven environment.

* Maintains strict privacy of all financial and student information.

*  Adjusts quickly to changing priorities, schedules, and unexpected events.

* Provides clear guidance and training to staff on financial and activity procedures.
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PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
QOccasionally

34-66%
Frequently

66-100% Continuously

Stand

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 Ibs.

Vision Requirements:

No special vision requirements

<§ <2 < |2

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<22 |2 ]2

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated

with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:

Date
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~ D u I ut h POSITION DESCRIPTION
=

© Public Schools

Senior Residential Clerical

SECTION I: GENERAL INFORMATION

Position Title: Department:

Senior Residential Clerical Residential Programs

Immediate Supervisor’s Position Title: FLSA Status

Residential Principal Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, the Senior Residential Clerical provides advanced, comprehensive administrative and
specialized operational support to the district's residential education programs and serves as a central hub for inter-
site coordination. This high-level role manages complex student data, oversees procurement and system support
for multiple locations, provides direct main office support including emergency protocols, and ensures seamless
coordination with internal and external partners for all residential students. This position requires exceptional
organizational skills, technical proficiency, and the ability to act with discretion and initiative in a fast-paced
environment.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1.

98

Manages all student enrollment processes directly at the residential site, ensuring accurate record-keeping and
communication with families.

Oversees complex student data management and reporting, including inputting IEP flags in the student
information system, tracking IEP/disability codes, insurance settings, and due process timelines on spreadsheets,
and preparing reports (e.g., Summer School report cards, progress reports).

Serves as a central liaison and technical support for all residential sites, troubleshooting Skyward/Frontline issues,
managing ordering and subscriptions, and disseminating critical daily communications (e.g., staff
presence/absence).

Manages procurement for all residential sites, including creating and processing purchase requisitions for general
needs and summer programs.

Coordinates extensively with Northwoods teams regarding student transportation, attendance inquiries, and
general communications, proactively resolving inter-team issues.

Processes and files various student-related documentation, including AJC forms, SPED documents, monthly due
process paperwork and tuition agreements. Attends monthly due process meetings as requested by Supervisor.

Handles incoming communication for the main office, serving as a primary administrative contact and managing
high-volume inquiries, including direct contact with police officers as needed and transportation of day treatment
students.

Manages all transportation requests for residential students.

Implements and adheres to emergency medical protocols, including being medical certified to hand out
medications, setting Vs (if certified and required by protocol), and utilizing communication devices during
emergencies.




10.

1.

12.
13.

14.
15.

Manages student photo records in Infinite Campus for residential students, including coordinating unique school
photos through Northwoods and photos for bus passes.

Manage tuition agreements (TA), ensuring all forms are completed, submitted to the appropriate district's
MARSS Coordinator, and properly filed upon receipt of signatures.

Monitors students in designated areas, ensuring student safety.

Communicates directly with parents about program details, student progress, and sensitive legal matters (e.g.,
social worker, custody issues).

Assists in the training of new residential clerical staff, providing guidance on program procedures.

Performs other administrative and clerical duties as assigned, such as troubleshooting office equipment (copiers)
and manually entering substitution data for staff.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of progressively responsible advanced administrative support or office management
experience, preferably in a complex educational or residential setting. OR a combination of education and
experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Associate's or Bachelor's degree in Business Administration, Office Administration, or a related field.
Experience in a lead worker or training capacity within an office environment.
Direct experience with student residential programs or special education administration.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Comprehensive knowledge of advanced office administration and record-keeping.

In-depth understanding of student record management, including SPED, IEP, and due process.
Proficiency in troubleshooting common software and hardware issues.

Knowledge of medical administration protocols relevant to a school setting.

Understanding of inter-departmental communication and coordination.

Skills

Exceptional organizational and multi-tasking skills.

Superior verbal and written communication skills for complex and sensitive topics.
Advanced data entry and spreadsheet management skills.

Strong problem-solving and critical thinking skills for technical and logistical challenges.

99 Highly effective interpersonal skills for collaborating with diverse stakeholders.




Abilities

*  Work independently with limited supervision, demonstrating high initiative and sound judgment.
* Prioritize and manage a high volume of complex tasks effectively.
*  Maintain strict confidentiality of sensitive student, medical, and family information.
* Adapt quickly to changing priorities, technical issues, and emergency protocols.

* Provide clear, concise, and effective training and guidance to staff.
* Act calmly and effectively in emergency situations, administering care as certified.

* Serve as a central resource and coordinator for multiple program sites.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 lbs.

Up to 25 Ibs.

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

Vision Requirements:

(;s < |22

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

P P P P P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources
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Date




Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

- Special Services Clerical
© Public Schools

SECTION I: GENERAL INFORMATION

Position Title: Depgrtment':
Special Services Clerical Special Services
Immediate Supervisor’s Position Title: FLSA Status
Director of Special Services Non-Exempt

Pay Grade Assignment: Clerical Local 692, Exhibit Bargaining Unit:
A, Pay Group 4 Clerical Unit

General Summary of Purpose Of Job:

Under administrative direction, individuals holding the title of Special Services Clerical are critical cornerstones
pivotal to the efficiency and effectiveness of the entire Special Services Department. These highly strategic,
proactive, and exceptionally proficient professionals collectively navigate and orchestrate an extensive, multi-
faceted portfolio of responsibilities. Each specialist is assigned specific areas within this comprehensive scope,
which collectively encompasses advanced-level administrative and operational leadership, meticulous
management of complex financial lifecycles including Third Party Billing, expert administration of critical
specialized information and technology systems, such as SPED Forms, and ensuring rigorous adherence to federal
and state regulatory compliance. This team is instrumental in driving departmental continuity, coordinating
diverse special service programs, and facilitating seamless internal and external communications. Success in these
roles requires deep institutional knowledge of school district operations, superior problem-solving acumen, an
unwavering commitment to confidentiality, and a proven capacity to lead and manage complex projects and
processes for a large and dynamic department serving diverse student needs.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (Duties as assigned to all paraprofessionals and under the guidance of and in collaboration with
No. | aJourney Worker teacher)

1. Provide comprehensive, high-level administrative support to the Director(s), Assistant Director, and Supervisors
of Special Services, serving as a primary point of contact for the entire department, managing communications
(email, phone), complex correspondence, reports, and scheduling.

2. Lead the full recruitment support cycle for Special Services positions, including setting up interview schedules
for certified and non-certified personnel, candidate outreach, preparing interview packets, and coordinating with
HR and interview teams.

3. Oversee all departmental purchasing and financial administration, from obtaining vendor quotes, managing
budget codes, and processing requisitions, invoices, and reimbursements in Skyward, to managing Third Party
Billing cycles (including rate establishment, denial resolution, revenue maximization, and audit contact), mileage,
and ensuring correct funding (e.g., MARRS numbers, Time and Effort reporting).

4, Coordinate and facilitate all departmental contracts with external vendors, ensuring proper documentation,
compliance, and approvals in collaboration with relevant district personnel and board members.

5. Administer and maintain extensive student and staff data across various intricate systems (e.g., SPED Forms,
Infinite Campus/I/C), managing record requests, staff database updates, daily enrollment accuracy, and
overseeing confidential filing systems.
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10.

11.

12.

13.

14.

15.

16.

17

Manage the complete lifecycle of student referrals and evaluations, including processing CST logs, Help Me
Grow, EOIM referrals (with timely parent contact), tracking students through evaluation processes, and ensuring
all due process paperwork, IEPs, and physical/digital files are accurate and compliant.

Coordinate all aspects of Special Services student transportation, collaborating closely with caseworkers, clerical
staff, and transportation providers for all student groups (e.g., ECSE, FIT).

Ensure departmental compliance with all relevant state and federal special education rules, regulations, policies,
and procedures, including assisting with MDE compliance reviews and conducting annual Physical Hold
reporting.

Develop, coordinate, and deliver mandatory training sessions for staff on MA billing, SPED Forms database
requirements, and other relevant Special Services procedures, creating and presenting additional specialized
training as needed.

Manage and lead complex special projects, including researching, compiling, and analyzing diverse data sources,
building and managing Google Forms, and preparing sophisticated financial, statistical, and narrative reports to
support decision-making.

Oversee the Special Services equipment database, including technology placement throughout the district and
managing detailed inventory of federally funded equipment.

Manage and update all internal communication platforms (Special Services website, Google Groups), including
new hire updates, form changes, and content for the Parent Advisory Council Special Education (PACSE).

Provide advanced administrative support for various special education programs, such as the T12 Bridge Program
(enrollments, scheduling), and oversee the development and ordering of the SPED New Teacher Handbook.

Serve as a key liaison with other district units and external entities outside the district, independently resolving
complaints and questions within established guidelines, and facilitating referrals, meetings, and conferences.

May provide work direction, oversight, and training to other clerical or support staff within the Special Services
department.

Actively participate in scheduled staff meetings, in-service trainings, required conferences, and specific
operational meetings (e.g., weekly check-ins, CST/ECS meetings), providing agenda and minutes support as
necessary.

Perform additional related work in Special Services as required to support departmental needs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum six (6) years of progressively responsible experience in advanced administrative support, preferably
within a special education or healthcare setting, with experience in managing complex processes OR a
combination of education and experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

Minimum two (2) year college degree preferred. Related coursework preferred.
Experience in coordinating projects, logistics, and training events.
Experience in school district setting preferred.
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LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

» Strong understanding of District policies, regulations, procedures, and processes.

*  Thorough understanding of applicable state and federal rules, regulations, policies, and procedures, especially
those related to special education (IDEA, Minnesota Department of Education) and Third-Party Billing.

* Expert-level knowledge of specialized educational software/platforms, including student information systems
(e.g., Infinite Campus/I/C), Special Education data management systems (e.g., SPED Forms), and
billing/reimbursement systems (e.g., MA billing processes).

+ Knowledge of District budgeting, payroll processing, bookkeeping, and basic accounting principles.

* Proficiency in modern office methods, practices, and procedures, including advanced to expert-level personal
computer operations and various software applications.

» Solid grasp of customer service principles and best practices.

Skills

* Exceptional proficiency in office software and systems: Advanced skills in Google Suite (Docs, Sheets, Forms,
Drive, Calendar, Groups) and Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).

* Highly skilled in planning, organizing, and prioritizing work effectively, managing multiple tasks independently,
meeting deadlines, and adapting to changing priorities.

* Adept at analyzing and resolving complex problems, researching information, identifying discrepancies, and
resolving administrative or procedural issues efficiently, even under pressure, while maintaining accuracy.

* Excellent verbal and written communication skills: Outstanding ability to interact effectively and professionally
with diverse stakeholders (parents, staff, external agencies, leadership).

* Demonstrated experience managing high-volume data, complex filing systems, and sensitive confidential
information.

* Proven experience in purchasing, budget tracking, and financial reconciliation processes.

* Proficient in utilizing advanced software applications for document creation, data management, and reporting.

* Capable of providing work direction, guidance, and training to others.

»  Experience in coordinating projects, logistics, and training events.

Abilities

*  Work independently and manage a diverse, high-volume workload effectively.

* Communicate complex information clearly and concisely.

* Troubleshoot and resolve issues efficiently.

* Maintain a high level of accuracy and attention to detail under pressure.

* Learn and adapt to new technologies and processes quickly.

* Uphold the highest standards of confidentiality: Handle highly sensitive and confidential information with utmost
discretion and integrity (e.g., student records, personnel data).

* Demonstrate a high degree of initiative and proactive work ethic: Anticipate needs, implement improvements, and
take ownership of projects and processes without constant direct supervision.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
Occasionally Frequently
Stand N
Walk N
Sit N
Use hands dexterously (use fingers to handle, N
feel)
Reach with hands and arms \
104 Climb or balance \




Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 1bs.

Vision Requirements:

No special vision requirements

<§ < |22

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

Pl P P B P

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to

lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:
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© Public Schools

Technology Clerical

SECTION I: GENERAL INFORMATION

Position Title: Department:

Technology Clerical Technology

Immediate Supervisor’s Position Title: FLSA Status

Director of Technology Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Technology Clerical provides administrative and operational support to the
district's Technology department. This role primarily focuses on managing user access, equipment logistics, and
departmental records. The Technology Clerical acts as a key point of contact for district-wide technology
inquiries, assists with procurement processes, and supports cyber security and compliance efforts, ensuring the
smooth functioning of technology resources across the district.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.
1. Manages non-district user accounts, ensuring they are current and reflect accurate access permissions.
2. Collaborates with Human Resources to ensure new hires receive the correct technology access within the district's
information systems.
3. Serves as the primary phone contact for technology inquiries for the entire district, providing initial support and
directing calls as needed.
4. Assists with answering the main operator line for the district, supporting general communication flow.
5. Orders and organizes technology equipment (e.g., Chromebooks, phones) for distribution to various district sites
by assigning help desk tickets for set up.
6. Provides administrative support to the technology staff, including serving as a liaison between the technology
department, students and parents.
7. Updates and maintains non-district user contracts related to technology access including communicating access
denials to non-district employees based on security protocols.
Coordinates the recycling process for outdated technology equipment, ensuring proper disposal.
Processes technology orders in collaboration with procurement staff and verifies order readiness.
10. | Maintains a budget spreadsheet for the Technology department, tracking expenditures.
11. | Assists with compliance reporting for technology-related operations.
12. Assists in managing, interpreting and filing of E-rate budget codes for government-eligible technology items,
ensuring proper categorization.
13. | Performs other related duties as assigned, supporting the overall operations and efficiency of the Technology
department.

Sl%bCTION III: WORK REQUIREMENTS AND CHARACTERISTICS




EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum three (3) years of administrative support or office clerical experience, preferably in a technology-
focused or school district environment., OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

* Associate's Degree or technical certification in Information Technology, Computer Science, or a related
administrative field.

*  One (1) year of experience in a technology department or help desk environment.
*  Familiarity with common help desk ticketing systems or IT asset management software.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Working knowledge of general office administration procedures and record-keeping.
* Basic understanding of technology concepts, user access management, and equipment deployment.
* Familiarity with budget tracking and procurement processes.

»  Customer service principles for assisting users with technology inquiries.

» Awareness of cyber security principles regarding access permissions.

Skills

» Strong verbal and written communication skills for phone support and email correspondence.
* Solid organizational skills for managing equipment, contracts, and records.

* Accurate data entry and attention to detail for user accounts and budget tracking.

* Proficiency in Microsoft Office Suite, particularly Excel for spreadsheets.

» Effective problem-solving skills for routine technical and administrative issues.

» Interpersonal skills for collaborating with HR, IT staff, and district employees.
Abilities

*  Work effectively under general supervision.

* Prioritize and manage daily tasks efficiently.

* Learn and adapt to new technology systems and software quickly.

* Communicate technical information clearly to non-technical users.

* Maintain confidentiality of user data and security information.

* Collaborate effectively within a team environment.

* Provide accurate and timely administrative support.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to: Never 1-33% 34-66% 66-100% Continuously
QOccasionally Frequently

107 Stand N




Walk

Sit

Use hands dexterously (use fingers to handle,
feel)

Reach with hands and arms

Climb or balance

Stoop/kneel/crouch or crawl

Talk and hear

Taste and smell

Lift & Carry: Up to 10 Ibs.

Up to 25 lbs.

Up to 50 Ibs.

Up to 100 lbs.

More than 100 Ibs.

Vision Requirements:

No

No special vision requirements

<§ <2 < |2

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

Peripheral Vision

<222 ]2

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to

lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources

Job Classification History:
Prepared by TS 5/2025

Board Approval:
Reviewed/updated:
Reviewed/updated:
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~ D u I ut h POSITION DESCRIPTION
=

- Transportation Clerical
© Public Schools
SECTION I: GENERAL INFORMATION

Position Title: Departmeqt:

Transportation Clerical Transportation

Immediate Supervisor’s Position Title: FLSA Status

Transportation Manager Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Transportation Clerical provides comprehensive administrative support to the
district's Transportation Department, facilitating the safe and efficient movement of students. This role involves
managing daily communications with transportation staff, parents, and schools, handling inquiries, and assisting
with dispatch. This position includes maintaining accurate student and vehicle data, processing procurement
requests, and ensuring records comply with state and federal transportation regulations. The Transportation
Clerical contributes to the smooth operation of transportation services and assists staff in maintaining efficient and
reliable student movement.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

l. Manages primary communication for the Transportation Department, including answering high-volume phone
calls, providing emergency dispatch support, and disseminating critical information to school staff and via Parent
Square for delays, cancellations or schedule changes.

2. Operates and maintains real-time radio communication with bus drivers and supervisors, providing directions,
updates, and addressing immediate operational needs.

3. Administers financial and procurement processes for the department, including receiving and processing bills,
creating purchase orders, managing gas cards by vehicle, and processing household reimbursements for private
school transportation.

4. Maintains comprehensive driver and vehicle records, including medical cards, driver's licenses, and MVRs,
ensuring all records are current and compliant on a monthly basis. Schedules necessary training as needed.

5. Manages and updates various transportation-related data systems and spreadsheets, including student mileage for
state reporting (FIT), vehicle mileage, driver compensation trip sheets, and preparing gasoline reports.

Supports new transportation employee onboarding, providing training on essential systems.

Compiles information from route surveys, bus safety and evacuations.

Facilitates district field trips and athletic transportation, coordinating logistics, preparing necessary paperwork,
and distributing vehicle keys to coaches.

9. Ensures compliance with training mandates by verifying completion of online training and specialized state
training for bus drivers and bus helpers.

10. | Serves as a primary point of contact for parents and schools regarding bus routes, assignments, and
arrival/departure times, resolving inquiries and coordinating communications.

11. | Prepares and updates annual state transportation reports for various eligible riders (pre-kindergarten,
109 | kindergarten, regular education, special education).




13. | Provides direct support to drivers by presenting forms and assisting with setting up bus information.
14. | Performs general administrative duties such as processing and filing all transportation correspondence,
maintaining records of employee absences, and typing reports.

15. | Performs other related duties as assigned, contributing to the efficient operation of the Transportation
Department.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of progressively responsible administrative, operations, or office management
experience, preferably in a transportation, logistics, or school district setting, demonstrating a strong
understanding of complex operational environments, OR a combination of education and experience totaling
six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

*  Comprehensive knowledge of district transportation operations, dispatch procedures, and relevant state/federal
transportation regulations.

»  Understanding of financial administrative processes (e.g., procurement, budgeting, invoicing, expense tracking,
payroll coordination).

* Proficiency in software systems and various communication platforms.

*  Meticulous record-keeping and data management principles for compliance, auditing, and reporting.

*  Expertise in utilizing spreadsheet software for complex data analysis, tracking, and reporting.

* Principles of emergency response and safety protocols related to student transportation.

Skills

*  Exceptional verbal and written communication for critical dispatch and stakeholder interactions.

» Superior organizational and project management for diverse, high-volume tasks.

* Advanced analytical and problem-solving for complex operational and financial issues.

* Highly adept at multitasking and prioritizing in fast-paced, high-pressure environments.

*  Meticulous attention to detail and accuracy in all administrative tasks.

» Strong interpersonal and conflict resolution for sensitive communications.

* Proficiency in reading and interpreting maps for route guidance.

ilities

ITIT




*  Work independently with minimal supervision, demonstrating initiative and sound judgment.
* Adapt quickly to changing demands, emergencies, and regulatory updates.

* Communicate complex logistical and sensitive information clearly.

* Leverage multiple software systems simultaneously to optimize workflows.

* Maintain absolute confidentiality of sensitive information.

* Provide effective training and guidance to staff on transportation systems.

* Contribute to continuous improvement of departmental operations.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. \

Up to 25 Ibs. \

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

(';s < <=2

Vision Requirements:

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

< |2 ]2 ]<2]<

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Glassification History:




Prepared by TS 5/2025
Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:

112




Duluth

Public Schools

HR/BS Services Committee Monthly Fund Balance Report

October 13, 2025 Committee Meeting

BUDGET SUMMARY 10/10/2025
REVENUES 25-26 25-26 25-26 25-26 25-26
CURRENT YEAR ADOPTED BUDGET CURRENT YEAR REVISED BUDG RECEIVED TO YEAR TO DATE RECEIVED ENCUMBERED BUDGET BALANCE
FUND Jul-25 JULY 25-26 July -June July -June July -June
General 1 S 134,020,612.52 $ 137,502,407.11 S 21,598,013.57 S 15,225.55 $ 115,889,167.99
Food Service 2 S 6,120,000.00 $ 6,120,000.00 S 44,551.42 S - S 6,075,448.58
Transportation 3 S 6,891,246.00 $ 6,891,246.00 S 1,088,430.49 S - S 5,802,815.51
Community Ed 4 S 8,187,495.00 $ 8,187,495.00 $ 860,371.12 S - S 7,327,123.88
Operating Capital 5 S 3,016,924.00 $ 3,016,924.00 $ 366,691.09 S - S 2,650,232.91
Building Construction 6 S - S - S - S - S -
Debt Service Fund 7 S 27,857,301.00 $ 27,857,301.00 $ 1,083,078.57 S - S 26,774,222.43
Trust Fund 8 S 320,000.00 $ 320,000.00 $ - S - S 320,000.00
Dental Insurance Fund 20 S 959,836.00 $ 959,836.00 $ 256,028.09 S - S 703,807.91
Student Acitivity 79 S 313,509.00 $ 313,509.00 $ 68,644.48 S - S 244,864.52
REVENUES TOTALS: S 187,686,923.52 S 191,168,718.11 $ 25,365,808.83 S 15,225.55 $ $ 165,787,683.73
EXPENSES 25-26 25-26 25-26 25-26 25-26
CURRENT YEAR ADOPTED BUDGET CURRENT YEAR REVISED BUDG EXPENSES TO YEAR TO DATE EXPENSES ENCUMBERED BUDGET BALANCE
FUND Jul-25 JULY 25-26 July - June July -June July - June
General 1 S 128,823,880.11 $ 129,180,229.86 S 25,217,585.60 $ 5,099,761.30 S 98,862,882.96
Food Service 2 S 6,095,464.00 $ 6,095,464.00 S 547,497.89 S 2,968,212.68 S 2,579,753.43
Transportation 3 S 7,101,407.00 $ 7,864,200.00 $ 1,251,208.68 S 559,779.41 S 6,053,211.91
Community Ed 4 S 7,725,252.00 $ 7,725,252.00 $ 1,296,920.35 S 92,470.32 S  6,335,861.33
Operating Captial 5 S 7,035,624.00 S 7,035,624.00 $ 2,818,363.42 S 723,728.00 S 3,493,532.58
Building Construction 6 S - S - S 1,519,061.03 S 477,016.26 S (1,996,077.29)
Debt Service Fund 7 S 27,394,520.00 $ 27,394,520.00 $ 1,356,834.57 S - S 26,037,685.43
Trust Fund 8 S 270,842.00 $ 270,842.00 $ - S - S 270,842.00
Dental Insurance Fund 20 S 1,025,548.00 S 1,025,548.00 $ 389,754.19 S - S 635,793.81
Student Acitivity 79 S 311,758.00 $ 311,758.00 $ 62,973.23 S 14,215.40 S 234,569.37
EXPENSES TOTALS S 185,784,29<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>