CLOVIS UNIFIED SCHOOL DISTRICT

Position: School Office Supervisor, Sierra Outdoor School
Salary Grade: 23

Salary Schedule: Classified

Department: Sierra Outdoor School

Reports To: Site Administrator

FLSA Status: Non-Exempt

SUMMARY
Under general direction, performs varied technical and secretarial work for an administrator. Coordinates

and performs administrative projects within the division. Coordinates information and workflow, and
provides support activities for the organizational unit and related functions, projects, and programs.
Functions are varied, technical, and professional, requiring independent judgment, initiative, and
considerable knowledge, skills, and abilities acquired through experience. Work is performed under
general direction with considerable independence and is reviewed through results obtained.

DISTINGUISHING CAREER FEATURES

The School Office Supervisor is responsible for coordinating and performing administrative projects
within a division. This role requires a high level of independent judgment, initiative, and technical skills.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Performs technical and complex secretarial support, using independent judgment and an in-
depth understanding of the functions and procedures of the division, with a working knowledge of
functions and procedures of other functional areas.

e Interprets and conveys policies and procedures, referring highly complex or sensitive matters to
the administrator.

e Coordinates the activities of the organizational unit with other departments and outside agencies.

e Establishes and maintains effective working relationships with staff, students, parents, and the
public.

e Prepares correspondence, reports, and other documents.
¢ Maintains complex records and files.
e Monitors budgets and expenditures.
e Collects and analyzes data and prepares reports.
e Plans and organizes meetings and conferences.
e Manages special projects as assigned.
QUALIFICATIONS

e Knowledge of: Office administration practices and procedures. Knowledge of budget monitoring
and record-keeping techniques. Knowledge of District and site organization, operations,



programs, functions, and terminology. Strong skills in English usage, grammar, spelling, and
punctuation to prepare professional correspondence.

Ability to: Learn, interpret, explain, and apply District and site policies and procedures. Ability to
plan, organize, and prioritize work to meet schedules and timelines. Ability to communicate
effectively with staff and the public with patience and courtesy.

Education and Experience: High School Diploma, GED, or equivalent; supplemented by college
business courses and four years of progressive experience in a clerical, financial, and secretarial
capacity. OR Associate's Degree and two years of progressive secretarial experience.

Working Conditions: Work is performed in a standard office environment.

Physical Abilities: Light to moderate walking and standing. Lifting lightweight materials (less than
20 pounds). Good arm, hand, and finger dexterity to operate a keyboard and other office
equipment. Visual acuity to read words and numbers and speaking and hearing to communicate
in person or over the phone.



