
CLOVIS MUNICIPAL SCHOOLS 
 

JOB DESCRIPTIONS 
 
 

Position:     Secretary to the Director of Music Education/Director of Athletics          
 
Supervisor:     Athletic Director - Director of Music Education 
 
General Job Description:  To assist and relieve the Athletic Director and Director of Music Education so they 

may devote maximum attention the operations of the Athletic and Music Programs. 
 
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 the usual office tasks as secretary/bookkeeper including, but not limited to: typing, filing, 

copying materials and placing, receiving, and routing telephone calls. 
9. Assist with and type reports. 
10. Gather, process, and account for all gate receipts.  Make deposit of athletic and music funds. 
11. Process and complete purchase order activities.  This includes issuing purchase orders, receiving 

purchase orders, and forwarding all invoices to accounts payable. 
12. Maintain files, lists, schedules, calendars and other data. 
13. Order and sell pre-game and pre-season tickets.  Account for funds. 
14. Maintain a valid list (inventory) of equipment. 
15. Possess an understanding of eligibility rules and participation requirements. 
16. Prepare a list of athletes from each sport for  eligibility purposes. 
17. Prepare a financial report for each game and maintain a record of athletic and music finances. 
18. Assist Athletic Director, schools nurses, coaches and physicians with yearly physicals. 
19. Assist in the administration of football insurance. 

 20. Assist with the preparation of bids for athletic equipment and supplies. 
21. Compile and maintain reserved football and basketball seating information. 
22. Assist Athletic Director and Director of Music Education as needed.  
23. Maintain a roster and schedule for each team and distribute this information to the press, other schools, 

booster clubs, etc. upon request. 
24. Schedule workers for all CHS home athletic events.   
25. Type and distribute a list of student athletes who are to be excused from school for athletic activities.  
26. Contribute to the welfare and effectiveness of the school and the district by adhering to high ethical 

standards of performance and interpersonal relationships. 
27.    Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor and/or 

the Superintendent. 
 
Additional Duties and Responsibilities: 
 

 Possess a working knowledge of other offices at Clovis High School in order to assist in those areas as 
the need arises. 

 
Qualifications: 
 

1. High school diploma or GED equivalency. 



2. Experience as a secretary or equivalent work. 
3. Demonstrated knowledge of basic office procedure. 
4. Demonstrated knowledge and skill of accounting procedures. 
5. Demonstrated knowledge and skill of computer function and operation. 
6. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 

Physical Requirements: 
 

Sitting, standing, reaching, squatting, kneeling, climbing stairs, 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.  Job responsibilities include 

both inside and outside duties.  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. 
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