
CLOVIS MUNICIPAL SCHOOLS 
 

JOB DESCRIPTIONS 
 
 

Position:   Certification Specialist 
 
Supervisors:   Executive Director of Human Resources/Director of Human Resources 
 
General Job Description:  To manage onboarding and certification processes for staff, volunteers, and 

university placements. 
 
 
Essential Duties and Responsibilities: 
 

1. Perform usual office tasks to include, but not limited to: typing, filing, receiving, placing and routing telephone 
calls, correspondence. 

2. Contribute to the welfare and effectiveness of the Administration Office by adhering to high ethical standards of 
performance and interpersonal relationships. 

3. Handle a heavy volume of phone calls in a professional manner. 
4. Handle information that is confidential regarding personnel and labor relations issues. 
5. Transmit personnel information to the New Mexico Public Education Department, the Department of Labor, 

and other required government agencies. 
6. Work cooperatively with colleagues, supervisors, and administrators.  
7. Follow district policies and administrative rules and regulations. 
8. Project an over-all concern for personal appearance as it relates to job performance. 
9. Applicants for Certified/Licensed and Support positions: 

a. Process letters of inquiry. 
b. Correspond with prospective applicants, i.e., applications, salary schedules, job descriptions, NM 

licensure requirements, etc. 
c. Send out reference requests, processing, and filing upon return. 
d. Maintain a working file of applications received, with all correspondence and information added as 

it develops. 
e. Enter and update complete data in the computer file. 

10. Substitute Personnel: 
a. Accept and process applications for substitute positions. 
b. Schedule and document substitute teacher workshops in accordance with SBE regulations. 
c. Maintain substitute database for principals, substitutes and secretaries; add and delete as necessary. 
d. Enter and update complete data in the computer file. 
e. Assist substitute teachers and staff with troubleshooting substitute database. 
f. Assist in Substitute Training Workshops. 
g. Document completion of fingerprint/criminal background check process. 

11. Volunteer Personnel: 
a. Accept and process applications for volunteers. 
b. Issue lists of approved volunteers to principals and directors; add and delete as necessary. 
c. Enter and update complete data in computer file. 
d. Schedule and assist in conducting Volunteer Trainings. 
e. Document completion of criminal background check process. 

12. Personnel Files: 
a. Process applications for renewal of licenses as directed. 
b. Assist with notification of expiring certificates/licenses. 
c. Enter and update certification data in computer file. 
d. Handle correspondence concerning teaching licensure.  

 



13. Assist with college placements by coordinating with school sites, collecting data, maintaining files, and 
documenting completion of fingerprint/criminal background check process.   
 

14. Perform other duties deemed appropriate by the immediate supervisor and/or superintendent. 
 
 

  
Additional Duties and Responsibilities: 

1. Receive and assist all visitors to the Human Resources Office.  
2. Assist in maintaining ADA and FMLA paperwork. 
3. Cross-train with and serve as back-up support to other Human Resources staff. 
4. Create and submit required reports and letters. 

 
Qualifications: 
 

1. High School Diploma or GED equivalency. 
2. Experience as a secretary or equivalent work. 
3. Demonstrated knowledge of basic office procedures. 
4. Demonstrated knowledge and skills of computer function and operation, typing, 10 key calculator, 

accounting, and other related secretarial skills. 
5. Demonstrated effective and stable interpersonal relationships with public and staff. 
6. 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, 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, copier, collator, fax machine, etc. 
 
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.   
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