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JOB TITLE: Clerk, Human Resources-Substitute      STATUS: Non-exempt   

   

REPORTS TO: Support Services Specialist     TERMS: 240 days  

      

DEPARTMENT: Human Resource Services       PAY GRADE: AS204   

  
  

PRIMARY PURPOSE:    

Assist in the efficient operation of the substitute office and provide clerical services to the Human 

Resources Services Department.  

  

QUALIFICATIONS:  

Education:    

High school diploma or GED  

  

Special Knowledge/Skills:  

Ability to use software to develop spreadsheets, databases, and do word processing  

Effective organizational, communication and interpersonal skills  

Able to work in multiple software systems  

    

Experience:  

One to two years of office experience  

  

MAJOR RESPONSIBILITIES AND DUTIES:  

1. Operate the automated substitute system, including data entry and generation of reports (e.g., 

substitute lists, absences reports, and utilization reports)  

 

2. Provide training and support to all users of substitute system to ensure correct usage.  

 

3. Prepare, distribute, receive, and process substitute applications. Assist with screening of 

substitute applicants.   

 

4. Schedule, organize, and participate in substitute orientations.  

 

5. Coordinate with campus secretaries to place long-term substitutes as needed.  

 

6. Monitor the return of letters of reasonable assurance to substitutes annually.  

 

7. Prepare and submit the required substitute information to the payroll department.  

 

8. Assist with updating substitute handbook.  

 

9. Upload, track and ensure fingerprint information is distributed and complete to all substitutes.  

 

10. Assist Support Services Specialist to ensure tutors, temporary employees, and other part time 

employees are processed.  

 

11. Provide clerical support to the Teacher Services Specialist in the area of classroom observers and 

student teachers. 

 

12. Run daily exceptions reports for campuses and departments and email reports as needed.  
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13. Maintain confidentiality at all times.  

 

14. Accurate and consistent use of Time Clock Plus (TCP) and AESOP.    

 

15. Perform other duties as may be assigned.  

  

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS:  

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

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

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

reaching  

Lifting: Occasional light lifting and carrying (less than 15 pounds)  

Environment: Work irregular hours; may work prolonged hours   

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

 
           

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  


