
CLOVIS MUNICIPAL SCHOOLS 
 

JOB DESCRIPTIONS 
 
 

Position:     District Records Clerk 
 
Supervisor:      Executive Director of Human Resources 
 
General Job Description:  To send out records and high school transcripts, scan all student, personnel and 

business material.  Keep records of all records microfilmed and scanned. 
 
Essential Duties and Responsibilities: 
 

1. Scan materials, student records, personnel permanent records, applications, business documents, 
special education records. 

2. Enter on computer an index of all materials. 
3.  Maintain records of all cum folders for elementary through junior high. 
4. Send out school records of transcripts and health records as requested. 
5. Keep records of all certified and non-certified applications. 
6.  Scan confidential folders of all school employees and maintain in jackets or on computer for retrieval. 
7.  Work cooperatively with colleagues, supervisors, and administrators. 
8.  Demonstrate ethical behavior. 
9. Engage in self-development. 
10. Follow district policies and administrative rules and regulations. 
11. Maintain behavior appropriate to performing and accomplishing assigned duties. 
12. Know what to do to successfully complete assigned work. 
13. Project an over-all concern for personal appearance as it relates to job performance. 

 
Additional Duties and Responsibilities: 
 

1.  Contribute to the welfare and effectiveness of the administration office by adhering to high ethical 
standards of performance and interpersonal relationships. 

2. Answer backup phone calls.  
3. Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor and/or 

the Superintendent. 
 
Schedule of Additional Duties and Timelines: 
 

1. Scan and enter data of personnel records (retired or resigned) 1year old then shred. 
2. Purge, scan, then shred and enter data of student records 2 years old.  
3. Burn back up CD’s of all information that has been scanned, printed, or put into a binder. 
4. Enter data of school year records from elementary and middle schools. 
5. Scan records of all high school student transcripts and return hard copy to CHS.    
5. Scan new employee confidential records and shred. 
6. Enter data and scan student transcripts; send out records requested from schools and colleges.  
7. Recheck and complete any scanning, entering of data.   

 
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 skills of computer function and operation, typing, accounting, and other 

related secretarial skills.                                                                                    



5.  Demonstrated effective and stable interpersonal relationship with public and staff. 
6.  Knowledge of filing systems. 
7.  Knowledge of microfilming and microfiche machines. 
8.  Demonstrate aptitude for conciseness, accuracy, and sequential thinking. 
9.  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, climbing, 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. Equipment used are reader/printer, reader filler, microfilm camera, microfilm check 
recorder/printer,  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.  Must be able to work under stressful conditions. After hour work may be required.   

 
Terms of Employment: 
 

Salary and work year to be established by the Board. 
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