
CLOVIS MUNICIPAL SCHOOLS  
JOB DESCRIPTIONS 

 
 
Position:                                   Clovis Municipal Schools Secretary - District Registrar  
 
Supervisor:                              Executive Director of Technology  
 
General Job Description:       To assist parents and students with movement in and out of the district.  
 
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 an overall concern for personal appearance as it relates to job performance.  
8. Perform the usual office tasks to include, but not limited to: greeting and directing visitors, typing, 

filing, scanning, receiving and routing telephone calls, mail and email. 
9. Demonstrate the ability to multitask. 
10. Maintain confidentiality regarding family, student, and personnel.  
11. Maintain and keep current files as may be required.  
12. Assist with, maintain, and type reports as may be required.  
13. Gather, file, and disseminate information as may be required.  
14. Maintain the student registration process, including, but not limited to setting up student files,  

process enrollment requests, etc.  
15. Process students who enter and withdraw, along with sending and receiving records.  
16. Maintain accurate records of all entering/withdrawing students.  
17. Maintain accurate records of all out of zone children and assist with the necessary paperwork. 
18. Maintain communication with schools and departments involved in the enrollment process.  
19. Assist individuals with online enrollment as needed. 
20. Ensure student records, incoming and outgoing, contain accurate and up-to-date information, 

including but not limited to grades, testing reports, student pictures, etc.  
 
Additional Duties and Responsibilities:  
 

1. Assist with the completion of duties normally assigned to the Technology Department as needed.  
2. Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor 

and/or the Superintendent.  
 

Qualifications:  
 

1. High school diploma or GED equivalency.  
2. Experience as a secretary or equivalent work.  
3. Demonstrated knowledge of basic office procedures.  
4. Demonstrate knowledge and skill of computer functions and operation.  
5. Such alternatives to the above qualifications as the Superintendent may find appropriate and  

acceptable.  
 
 
 



Physical Requirements:  
 
Sitting, standing, lifting or carrying (up to 50 pounds), reaching, squatting, climbing stairs, kneeling, 
fingering or otherwise working with fingers, and moving light furniture may be required.  
 
Safety and Health:  
 

1. Knowledge of universal hygiene precautions.  
2. Use of rubber gloves relating to student injuries and illnesses.  
3. CPR and first aid training preferred.  

 
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 hour 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.  
 


