
Revised 6/2017 LG 

 

JOB TITLE:        Clerk, Technology STATUS: Non-exempt 

 
REPORTS TO:   Asst. Director of  Educ. Technology 

 
TERMS: 

 
240 days 

 
DEPARTMENT: Technology Services 

 
PAY GRADE: 

 
AS203 

 

 

PRIMARY PURPOSE: 

Facilitate the efficient operation of the technology department and provide clerical services to the 

technology staff. 

 

QUALIFICATIONS: 

Education: 

High School Diploma or GED 

 

Special Knowledge and Skills: 

Advanced computer skills used to develop spreadsheets, databases, perform word processing and 

generate reports using Microsoft Office and other district software systems 

Typing, copying, and file maintenance skills Excellent 

organizational skills multi-tasking ability Advanced 

skills in math and grammar 

Proficient skills in software and hardware 

Working knowledge of managing a department budget 

Effective communication, interpersonal skills and telephone skills 

 

Experience: 

Two years of general office experience, preferably in the public school setting 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Collect, prepare, and distribute correspondence for technology staff. Greet visitors courteously, determine 

their needs, check appointments, receive incoming calls, take reliable messages, and route to appropriate 

staff; while exhibiting professional telephone etiquette.  
 

2. Make preparations for meetings and workshops, i.e., agenda, handouts, set up events in Eduphoria, 

sign-in sheet, food preparation, coordinate facilities and materials/equipment and granting credit for 

attendance in Eduphoria. 

 

3. Arrange travel to workshops/conference for Educational Technology Specialists, the Student Data 

           Team, and the Telecommunications Managers. Collect and calculate all mileage reports for tech-aides 

           and technicians.  

 

4. Responsible for Educational Technology Specialists, Student Data Team and Telecommunications 

Managers budget, purchase orders, compiling purchase orders and invoices for payment, coding 

invoices, and maintaining all related files. 

 

5. Check all telecommunications account statements as received and advise supervisor of any 

problems. Assist Educational Technology Specialists, Student Data Team and 

Telecommunication managers with organizing records, materials, and schedules. 
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6.   Assist with miscellaneous photocopying, filing, telephone calls, word processing, and reset 

      passwords for network accounts including Skyward access.  

 

           7.   Maintain good public relations with district employees by courteous and prompt handling of  

                     questions and requests. Provide first level telephone tech support as needed. 

 

8.    Order, receive and maintain inventory for office supplies to determine any issues with the order.    

             Organize inventory for technology projects for all campus/departments and ESC. 

 

9.  Assist in the end of year student data team responsibilities. 

 

10. Maintain categorical data files for easy retrieval.  Run the daily crosstab reports of student 

            enrollment and distribute to the appropriate district staff. 

 

11. Answer and troubleshoot technical support issues for Student Data and Skyward.  Assist in the end- 

            of-year Student Data processes and with parents/staff regarding fee management payments in 

            Skyward.  

 

12. Update district technology documents for internal use and configure various technology before 

            distribution to campuses.  

 

13. Enter requisitions into Munis to support desktop deployments and various technology projects. 

           Provide all reports in Eduphoria for inventory purposes to appropriate managers.  

 

14. Provide and resolve technical support calls for high schools at the start of the day. 

 

15. Communicate with tech-aides and technicians for project scheduling, pick-up and delivery. 

 

16.  Schedule Professional Development and meetings for Educational Technology and Student Data. 

 

17.  Provide accurate and consistent use of Time Clock Plus (TCP), Munis, Eduphoria, Skyward and    

       AESOP. 

 

18.  Ensure confidentiality at all times 

 

19.  Perform other duties as assigned.  

 

 

 
Mental Demands/Physical Demands/Environmental Factor: 

 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals  

  

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, reaching and twisting 

 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse; frequent phone interactions 

 

Lifting: Occasional light lifting and carrying (able to lift up to 35 pounds) 

 

Environment: May work prolonged or irregular hour. Ability to work well with others 

 

Mental Demands: Work with frequent interruptions; maintain emotional control under stress; ability to 

communicate effectively (verbal and written). Frequent contact with the district and public 
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The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, duties, and skills that may be required. 

 
I have read and understand the responsibilities and duties required for this position as outlined above. I understand 

the duties and can perform all essential job functions listed above. 
 

 
 
 
 

Printed Name 
 
 
 
 
 

Signature 
 
 
 
 
 

Date 

 


