CLOVIS UNIFIED SCHOOL DISTRICT

Position: Department Office Supervisor
Salary Grade: 23

Salary Schedule: Classified
Department/Site: Varies

Reports to/Evaluated by: Administrator
FLSA Status: Non-Exempt

SUMMARY

Performs complex secretarial and clerical duties, assists with administrative tasks, and coordinates
department office workflow and clerical support within a District office setting. The Office Supervisor has
functional responsibility for a District Department/Site Office. Duties vary by assignment and require
thorough knowledge of clerical/secretarial principles and supervisory practices specific to the
department. Responsibilities include:

e Preparing and transcribing written materials;
e Processing, organizing, and preserving written materials;

e Gathering and compiling information for or researching and distributing information from official
or administrative records;

e Maintaining records and posting transactions;
e Auditing and proofing records; and
e Collecting and/or disbursing funds.

The Administrator provides general supervision, reviewing work for policy compliance. The role requires
independent judgment and may involve assisting or supervising subordinate staff. Work relations extend
to a wide range of contacts, including District staff and the public, and require tact, diplomacy, and
courtesy.

DISTINGUISHING CAREER FEATURES
Experience in this position may allow for advancement within the Administrative Secretarial career path.
ESSENTIAL DUTIES AND RESPONSIBILITIES

 Coordinates department office activities and communications.

o Performs secretarial duties for the Administrator, including composing correspondence and
scheduling appointments.

e Supervises, trains, and evaluates office staff; designs and monitors efficient work systems.
e Prepares agendas and materials, records minutes, and distributes information.

o Performs other duties as assigned.



QUALIFICATIONS
e Thorough knowledge of clerical/secretarial practices and office procedures.
e Strong supervisory, organizational, and communication skills.
e Ability to exercise independent judgment and discretion.
e Ability to interpret and apply District policies and regulations.
Education and Experience:
e High School diploma or equivalent.

e Five years of secretarial/clerical or office management experience, preferably in a District office
setting.

Working Conditions:

e Standard office environment.



