
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Student Activities Specialist I 
Salary Grade: 12 
Salary Schedule: Classified 
Department/Site: Varies 
Reports to/Evaluated by: Principal, Office Supervisor, or Program Director 
FLSA Status: Non-Exempt 
 
SUMMARY 

Under general supervision, performs varied administrative duties to support an assigned area, typically at 
the elementary school level. Tasks include office support and other duties associated with running a 
school office, such as routine registration, attendance, health services assistance, and other student-
related procedures and activities.  

DISTINGUISHING CAREER FEATURES 

The Student Activities Specialist I is the entry-level position in a career path. Advancement to Level II 
usually occurs at a middle school, where the position involves coordinating attendance, registration, or 
providing general support to a counselor or education administrator, or when supporting a single function 
at a high school. Advancement to Level III is possible in areas such as attendance, registration, grades, 
transcripts, graduation, or athletics at a high school, and requires additional experience and specialized 
knowledge.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Performs a variety of recurring clerical duties.  

• Assignments may include attendance, registration, maintaining and distributing progress reports 
and evaluations, and faculty and staff attendance reporting.  

• Prepares and maintains student records.  

• Enters information according to established procedures.  

• Receives new data and revisions, enters data, and routes updated information.  

• Generates reports.  

• Assists students and parents with registration, enrollment, and transfers.  

• Compiles data for statistical reports, including attendance, enrollment, and graduation.  

• Processes and distributes student schedules, progress reports, and report cards.  

• Assists in the graduation process.  

QUALIFICATIONS 



• Knowledge of: Modern office practices, procedures, and equipment. Record-keeping techniques. 
Student registration requirements, graduation policies, and procedures. Knowledge of computer 
operations.  
 

• Ability to: Learn, interpret, and apply school and district policies and procedures. Ability to 
perform varied clerical and statistical work. Ability to work independently. Ability to maintain a 
complex set of records and reports. Skill in organizing and securing large volumes of student data. 
Strong human relations skills to communicate effectively with students and parents. Ability to 
maintain confidentiality of student records and information. Ability to operate computer software 
programs. Ability to perform office support and administrative duties, exercising judgment and 
discretion. Ability to prepare professional correspondence and reports. 

• Physical Abilities: Sufficient arm, hand, and finger dexterity to operate a keyboard, typewriter, and 
other office equipment. Visual acuity to read words and numbers. Speaking and hearing to 
communicate in person or over the phone. 

• Working Conditions: Work is normally performed in an office setting. 

• Education and Experience: High School Diploma or G.E.D. Certificate; supplemented by one (1) 
year of general clerical experience requiring frequent public contact. Any equivalent combination 
of education, training, and experience.  

• Credential Requirements: May require a valid Driver’s License. Requires CPR and/or First Aid 
Certification.  

 


