CLOVIS UNIFIED SCHOOL DISTRICT

Position: Clerical Specialist Il
Salary Grade: 08

Salary Schedule: Classified
Department/Site: Varies
Reports to/Evaluated by: Varies
FLSA Status: Non-Exempt

SUMMARY

Performs recurring, technically oriented clerical, secretarial, and customer service duties within a
department, program, function, or school site, providing clerical support for a high volume of
transactions.

DISTINGUISHING CAREER FEATURES

The Clerical Specialist Il is the second level in the generalist-clerical series. Advancement requires a
working knowledge of the terminology and procedures used in the area of assignment; the ability to
conduct basic research and extract information from commonly used databases; the ability to monitor
limited scope budgets; and the ability to troubleshoot customer service issues. Advancement to Senior
Clerical Specialist requires more in-depth knowledge of financial record keeping, workflow organization,
and assigning work to others. Advancement potential exists along the secretarial career path, based on
need, assignment, and qualifications.

ESSENTIAL DUTIES AND RESPONSIBILITIES
e Composes and types routine documents (letters, memos, reports, etc.) from various sources.
e Prepares program materials (handbooks, schedules, brochures) from existing formats.
e Provides support to individuals by maintaining files, schedules, and appointments.
e Processes documents requiring knowledge of specialized terminology, policies, and procedures.
e Maintains various logs, records, and files.
e Compiles data and generates reports.

e Respondsto inquiries from staff, students, and the public, providing information and resolving
issues.

e Assists in monitoring program or department budgets by processing and tracking expenditures.
o Operates standard office equipment, including computers, copiers, and fax machines.
o Performs other duties as assigned.

QUALIFICATIONS



Knowledge of: Modern office practices, procedures, and equipment; Computer applications,
including word processing, spreadsheets, and databases; Customer service techniques; Basic
math skills; English, grammar, spelling, and punctuation.

Ability to: Perform all duties in a high-volume environment with distractions; Perform clerical and
secretarial work with speed and accuracy; Learn, interpret, explain, and apply knowledge of
district and department’ operations, programs, and terminology; Plan, organize, and prioritize
work to meet schedules and timelines; Work cooperatively with staff, students, external
organizations, and the public with patience and courtesy; Use a computer to produce
correspondence, materials, and conduct basic research; Maintain confidentiality.

Certifications, Licenses, and Special Requirements: May require a valid driver's license.

Education and Experience: High School diploma supplemented by college-level coursework in
general office practices; Two years of general clerical and typing experience in a customer service-
oriented environment; Additional experience may substitute for college-level coursework.?

Working Conditions: Work is performed indoors.

Physical Abilities: Ability to function indoors in a primarily sedentary role; Requires near vision to
write and read printed materials and computer screens; Requires hearing and speech for ordinary
and telephone conversations and to hear sound prompts from equipment; Requires ambulatory
ability to sit for extended periods, move about district locations, and reach work materials;
Requires manual and finger dexterity to type/keyboard, operate a mouse, and use other
equipment.



