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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7006
March 1998

POSITION TITLE:
Office Machine Operator Paraprofessional

REPORTS TO:
Site Administrators

Objective: To operate a copy machine and other office support machines or equipment, including laminating, ditto, paper cutters, and fax machines.

Essential Functions:

1. Operates a copy machine and other office support machines, including laminating, ditto, paper cutters, computers and peripherals, and fax machines.

2. Delivers copies, laminated documents, faxes and other materials to faculty and staff, as directed.

3. Delivers televisions, videocassette recorders (VCRs), and other audio-visual equipment to faculty and staff, as required or requested.

4. Maintains a current knowledge of operation and maintenance of general office machines and equipment at the site. 

5. Monitors, as directed, office equipment related expenditures, supplies, and inventory.

6. Monitors student activity in classrooms, computer laboratory, hallways, lunchrooms, playgrounds and other locations, as required or requested.

7. Arranges for the routine maintenance, including service or repair, of general office equipment, as required or requested.  

8. Operates computer and peripheral equipment for data entry, basic typing and printing.

9. Communicates with parents about routine issues, as directed.

10. Operates a copy machine, computer, and other duplicating equipment, to make copies of educational materials, as required or requested.  

11. Complies with copyright laws and refers questions to supervisor.

12. Maintains the confidentiality of student information.

13. Completes training programs and attends meetings, as required.

14. Follows established district policies and procedures.

15. Performs other duties as required or requested.

PARAPROFESSIONAL JOB DESCRIPTION - 7006
March 1998

POSITION TITLE:
Office Machine Operator Paraprofessional

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test is required.  Demonstrated hands-on knowledge of various office equipment, including copiers, laminators, ditto machines, paper cutters, computers (PC and Mac OS operating systems and related software) and peripherals, and fax machines.
Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal classroom and office environment, and/or within the external perimeter of a school campus which includes playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
