
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTIONS 

 
 

Position:     Contract Systems Specialist 
 
Supervisor:      Assistant Superintendent of Human Resources 
 
General Job Description: Ensure employee contracts are prepared accurately and timely. Ensure personnel information 

required for reports for the State of New Mexico related to school funding is 
accurate. Have excellent working knowledge of a computer system network to 
produce contracts and required reports, as well as day-to-day skills on a database 
system’s operation.  

 
 
Essential Duties and Responsibilities: 
 

1. Calculate salaries and prepare letters of employment. 
2. Calculate stipends for distribution. 
3. Ensure contracts, addendums and stipends are paid from the appropriate accounting stream. 
4. Ensure contracts, addendums and stipends are distributed and signed in a timely manner. 
5. Research contract discrepancies and make corrections as needed. 
6. Calculate addendums to contracts to be distributed and signed in a timely manner. 
7. Maintain employee databases and contract files. 
8. Oversee data entry process for the Human Resources Department. 
9. Ensure personnel information is maintained accurately for State of New Mexico required reporting for 

school funding through STARS or other Information Management System(s) that may be used by the 
District.  

10. Generate and verify employment records. 
11. Maintain employee Organizational Chart. 
12. Handle confidential information regarding personnel and labor relations issues. 
13. Work closely and cooperatively with finance and technology department to ensure accuracy in contract 

related information. 
14. Audit personnel files. 
15. Work cooperatively with colleagues, supervisors, and administrators. 
16. Demonstrate ethical behavior. 
17. Follow district policies and administrative rules and regulations. 
18. Maintain behavior appropriate to performing and accomplishing assigned duties. 
19. Follow policies and administrative rules and regulations as specified in Board Policy Manual. 
20. Project an overall concern for personal appearance as it relates to job performance. 

  
Additional Duties and Responsibilities: 
 

1. Engage in self-development. 
2. Assist in the operation of the Human Resource Department as needed. 
3. Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor and/or 

the Superintendent. 
 

Qualifications: 
 

1. Bachelor's degree preferred.                                                
2. Demonstrated knowledge and skills of computer function and database operation, accounting, and 

other related skills. 
3. 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), climbing stairs, reaching, squatting, kneeling,  fingering 
or otherwise working with fingers, and moving light furniture may be required. 

 
Safety and Health: 

 
1. 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.  Be able to answer telephone questions politely and swiftly.  Be able to write receipts 
and answer the telephone at the same time.  Be able to communicate over the telephone while other 
conversations are being conducted around you.   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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