
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Program Technician 
Salary Grade: 19  
Salary Schedule: Classified  
Department/Site: Various  
Reports to/Evaluated by: Department Administrator  
FLSA Status: Non-Exempt  

SUMMARY 

Performs technically oriented clerical duties in support of various categorical programs.  

DISTINGUISHING CAREER FEATURES 

Under the supervision of the site/department administrator, the Program Technician independently 
performs technical clerical duties for categorical programs. Accuracy in this role can impact program 
funding. The position requires the ability to gather, organize, and analyze data and information, and to 
accurately synthesize it into reports and documents. Incumbents interact with a broad range of contacts 
within and outside the school setting. This position requires specialized skills to coordinate office 
procedures for one or more special programs and an understanding of the special needs of specific 
student populations. Advancement requires broader or more in-depth knowledge beyond the area of 
specialization, as well as additional supervisory and administrative skills.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Performs a wide range of technical tasks related to one or more categorical programs.  

• Includes gathering, organizing, and analyzing data, record-keeping, and completing and filing 
reports and documents in support of the programs.  

• Reviews, organizes, records, and submits various program reports. 

• Prepares a variety of documents, including inter-office communications, forms, and reports.  

• Maintains a variety of files and records.  

• Processes a variety of financial documents, including requisitions, purchase orders, and invoices.  

• May prepare financial statements and reports. 

• Coordinates meetings, workshops, and conferences.  

• Maintains inventory of program materials and supplies.  

• Provides information and assistance to staff, parents, and the public regarding program services 
and eligibility requirements.  

• Performs other duties as assigned. 

QUALIFICATIONS 



• Knowledge of: Specialized office procedures, practices, and equipment; categorical programs; 
categorical laws, regulations, and guidelines; strong keyboarding skills; strong communication 
skills, including telephone etiquette, for interacting with a wide range of contacts; familiarity with 
program requirements and implementation; District operations, policies, and procedures. 
Knowledge of program requirements by State and Federal and District policy. 
 

• Ability to: Ability to perform varied and complex secretarial and clerical duties with minimal 
supervision; ability to coordinate workflow and prioritize projects to meet timelines; ability to 
communicate clearly and accurately in both formal and informal settings; ability to understand 
and apply program and District policies and regulations; good arm, hand, and finger dexterity to 
operate keyboard, typewriter, and other office equipment; visual acuity to read words and 
numbers and speaking and hearing to communicate in person or over the phone. 
 

• Education and Experience: High school diploma or equivalent and a minimum of two years of 
relevant office clerical experience. Experience in accounting or bookkeeping is preferred. 
Experience working in a school setting or with children preferred. Ability to speak and interpret 
Spanish is beneficial.  
 

• Licenses and Certificates: May require a valid driver’s license.  
 

• Working Conditions: Work is performed indoors where minimal safety considerations exist.  
 


