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Student Attendance Clerk for Elementary
Employee Name (Print): _______________________________________
Reports To:

Principal
Dept/Campus:

Assigned Elementary Campus


Paygrade: PP-3
Wage/Hour Status: 
Nonexempt




Date Revised: November 2013
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:

To provide accurate and continuous pupil accounting data; collect, compile, monitor, and report campus attendance and PEIMS data. 

QUALIFICATIONS:
Education/Certification:
High School education or equivalent

Special Knowledge/Skills:

A competent degree of proficiency in typing, filing, and office procedures

Functional knowledge of data entry, analysis, personnel, and pupil accounting methods

Patient and calm demeanor with students and others

Working knowledge of PEIMS preferred

Experience:

One to three years experience preferably in a public education environment.

MAJOR RESPONSIBILITIES AND DUTIES:
1. Ensure strict and accurate attendance procedures are carried out at assigned campus.

2. Compile and enter student PEIMS data.

3. Provide timely and accurate reports relative to PEIMS data and student attendance for funding purposes.

4. Assist with the coordination of campus level attendance accounting procedures.

5. Manage telephone calls and messages pertaining to campus attendance.

6. Prepare monthly enrollment, end of year student turnover, and in-district student transfer reports.

7. Generate query reports for administrators and campus support staff.

8. Maintain strict confidentiality of student data and information.
9. Prepare and maintain accurate student attendance data for assigned campuses.

10. Accurately maintain and update files, manuals, handbooks and logs as assigned.

11. Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions including state and local attendance and PEIMS policies when applicable.

12. Attend professional growth activities and training regarding PEIMS and other administrative duties.
13. Maintain physical and computerized records including student cumulative folders and class rosters.

14. Process new student records, including requesting transcripts and records from other schools, setting up cumulative folder, and entering student data into appropriate databases.

15. Process and transmit requests for student information.

16. Assist counselors with the enrollment, withdrawals, and transfer of students and process applicable records.

17. Assist campus administration and counselors with the preparation of reports and student data information.

EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. 

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:

Ability to communicate (verbally and written); ability to remain productive and maintain control under stress; ability to supervise others in a non-coercive manner; maintain a clear focus on customer service
Physical Demands:

District-wide travel as required; irregular working hours at PEIMS submission time; ability to lift and carry 50lbs
The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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