
 

CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTIONS 

 
 

Position:     Secretary/Bookkeeper - Maintenance Department  
 
Supervisor:     Coordinator of Physical Plants and Grounds 
 
General Job Description:  To assist with general office duties and act as a liaison between this department and 

all building personnel, vendors, and citizens served. 
 
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. Carry out assignments and instructions from supervisor(s) in a competent and efficient manner. 
9. Perform assignments in such a manner so as not to interrupt the learning environment.  

 10. Work in a safe manner with personal safety and the safety of others as the number one priority. 
11. Communicate with supervisor and co-workers. 
12. Plan and execute work efficiently within the work order system. 
13. Communicate with telephone and radio. 
14. Inform Coordinator of communications from the buildings. 
15. Issue purchase order numbers, receive purchase orders, and maintain purchase order lists. 
16. Prepare periodic reports. 
17. Maintain files and documentation. 
18.         Work with finance and data processing to ensure accurate processing occurs.  
19.         Handle information that is confidential regarding personnel and labor relations issues. 
 

Additional Duties and Responsibilities: 
 
 1.  Maintain a positive office environment.  

2. Account for supplies, materials, and equipment as required or needed. 
 3. Complete records and reports as required in a timely manner. 

4. Maintain security of facilities. 
5. Perform any other duties as assigned by the immediate supervisor and/or Superintendent. 
 

 
Qualifications: 
 

1. High school diploma or GED.   
2. Experience as a secretary or equivalent work. 
3. Computer operation in word processing, database, and spreadsheet. 
4. Demonstrate knowledge of basic office procedures. 
5. Previous experience as secretary/bookkeeper preferred.                                                                                                                                                 
6. Demonstrate knowledge sufficient to be successful in accomplishing the duties of this position. 
7. Such alternatives to the above qualifications as the Superintendent may find appropriate and acceptable. 
 

 
 
 



 

Physical Requirements: 
 

1. Physical ability to do manual work for 8 hours per day. 
2. Standing, sitting, bending, stooping, kneeling, reaching, climbing stairs, squatting, lifting and carrying 

(up to 50 pounds). 
3. Hand/eye coordination, normal range of sight. 
4.           Fingering or otherwise working with fingers. 
 

 
Safety and Health: 
 

1. Proper posture is required to eliminate acute and chronic low back pain. 
2. Complete all required training. 
3. 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.  Must be able to work under stressful conditions. 
 

Terms of Employment: 
 

Salary and work year to be established by the Board. 
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