
Clovis Municipal Schools 
Job Description 

 
 

Position: SSC Clerk 
 
Supervisor: Deputy Director of Student Support Services 
 
General Job Description: 
 

The  SSC Clerk will  be responsible for scheduling IEP meetings, writing and 
preparing IEP related documents, printing and disseminating IEP related 
documents, and managing IEP databases for the Districts’ Special Education 
Department.  

 
Essential Duties and Responsibilities: 

 
1. Schedule Individual Education Plan (IEP) meetings for school sites with teachers, 

administrators, ancillary providers and parents. 
2. Prepare various IEP related documents for students receiving special education 

services. 
3. Complete accommodation letters for school sites. 
4. Update caseloads for case managers. 
5. Complete testing accommodation spreadsheet/database. 
6. Monitor IEP progress reports quarterly for timely completion.  
7. Work cooperatively with liaisons, case managers, and ancillary providers to input 

accurate information. 
8. Work cooperatively with families to schedule meetings and encourage parent 

participation and attendance. 
9. Participate in ongoing professional development on writing legally compliant IEPs. 

 
 
Additional Duties and Responsibilities: 

 
1. Work cooperatively with colleagues, supervisors, and administration. 
2. Demonstrate ethical behavior. 
3. Engage in self-development. 
4. Follow district policies and administrative rules and regulations. 
5. Maintain behavior appropriately to performing and accomplishing assigned duties. 
6. Know what to do to successfully complete assigned work. 
7. Project an all over concern for personal appearance as it relates to job performance. 
8. Contribute to the welfare and effectiveness of the Administration office by adhering to 

high ethical standards of performance and interpersonal relationships. 
9. Data entry and handling of incoming records. 
10. Perform the usual office routines and practices associated with an office including, 

but not limited to: answering telephones, filing, typing, maintaining/updating forms, 
faxing, scanning, and copying materials. 

 
Qualifications: 

 
1. Bachelor’s degree or equivalent job-related experience. 
2. Computer literacy and proficiency with standard office equipment. 
3. Demonstrated ability to work with many people and maintain a positive perspective. 



4. Such alternatives to the above as the Superintendent may find appropriate and            
acceptable. 

5. High School Diploma/GED 
 
Physical Requirements:  
 

Sitting, standing, lifting, and carrying (up to 50 pounds), reading squatting, kneeling,            
driving, and moving light furniture may be required. 

 
Safety and Health: 

 
Knowledge of universal hygiene precautions 

 
Equipment/Materials 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 to work are routine. Flexibility and patients are required. Must be            
self-motivated and able to complete job assignments without direct supervision. After           
hour work may be required.  May make site or home visits when needed and appropriate. 

 
Terms of Employment:  
 

Salary and work year to be established by the Board 
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