
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTIONS 

 
 

Position:     Secretary/Bookkeeper to the Director of Student Nutrition 
 
Supervisor:     Director of Student Nutrition 
 
General Job Description:  To assist the Director of Student Nutrition in many areas of paperwork and general 

office operations. 
 
Essential Duties and Responsibilities: 
 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior 
3. Engage in self-development. 
4. Follow district policies and administrative rules and regulations. 
5. Maintain behavior appropriate to performing and accomplishing assigned duties. 
6. Know what to do to successfully complete assigned work. 
7. Project over-all concern for personal appearance as it relates to job performance. 
8. Perform business office etiquette skills. 
9. Communicate with Director of Student Nutrition. 
10. Key in weekly grocery orders and assemble for vendor pick-up. 
11. Key in quarterly grocery orders from new bid. 
12. Help prepare monthly menus for the District. 
13. Reconcile deposits, expenditures, and bank balances monthly. 
14. Make bank deposits as is deemed necessary.  Pickup daily work envelopes and bank deposit slips. 
15. Prepare monthly reports (claim reimbursement, board, commodity, edit checks, average cost per meal, 

etc.). 
16. Key in commodity inventory and reconcile, if needed for commodity report. 
17. Key in pantry inventory. 
18. Check daily work and reconcile if needed.  Key in daily work. 
19. Accounts payable-reconcile invoices and purchase orders to statements.  
20. Key in and process Free/Reduced Price Meal Applications. 
21. Conduct yearly Free/Reduced Price Meal Applications Verification & Zero Income Verification. 
22. Provide technical assistance to Student Nutrition Managers as needed. 
23. Generate purchase orders as needed. 
24. Handle information that is confidential regarding personnel and labor relations issues. 
25. Process reimbursement claims. 
26. Prepare and maintain warehouse inventory. 
27. Commodity verification. 
28. Reconcile monthly inventory for each site. 
29. Aid in catering and special events. 
30. Audit schools financial position monthly. 

 
Additional Duties and Responsibilities: 
 

1.  Assist in preparing materials for auditor and School Board. 
2. Contribute to the welfare and effectiveness of the central office by adhering to high ethical standards of 

performance and interpersonal relationships. 
3. Gather supplies for managers. 
4. Perform fieldwork as needed. 
5. Act as substitute either as 6 hour or food service manager. 
6. Other tasks as may be deemed appropriate and necessary by the immediate supervisor and/or the 

Superintendent. 



 
Qualifications: 
 

1.  High school diploma or GED.   Additional education is desirable. 
2. A demonstrated proficiency and speed in keyboarding and filing. 
3. A demonstrated proficiency and speed in use of basic office procedures, and operation of basic office 

equipment, and machines. 
4. A demonstrated proficiency and speed in bookkeeping practices. 
5. A demonstrated proficiency and speed in operating computers. 
6. Ability to work with many people and maintain a positive attitude. 
7. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 

Physical Requirements: 
 
 Sitting, standing, lifting and carrying (up to 50 pounds), reaching, climbing, squatting, kneeling, fingering or 

otherwise working with fingers, and moving light furniture may be required.   
                                                                                                     
Safety and Health: 
 

Knowledge of universal hygiene precautions. 
 
Equipment/Material Handled: 
 
 Must know how to properly operate, or be willing to learn to operate, all multimedia equipment including 

current technology.   
 
Work Environment: 
 
 Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are 

routine.  Flexibility and patience are required.   Must be self-motivated and able to complete job assignment 
without direct supervision.  After hours work may be required.  

 
Terms of Employment: 
 
 Salary and work year to be established by the Board. 
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