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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7013
March 1998

POSITION TITLE:
General Office Paraprofessional

REPORTS TO:
Designated teachers, administrators, supervisors and managers

Objective: To provide general office clerical duties and responsibilities.  To perform word processing, filing, record keeping, and data management.  To provide administrative support in the preparation of original analysis and reporting of various information.

Essential Functions:

Takes initiative to perform a variety of general office duties and responsibilities in direct support to administrators.

Coordinates projects, tasks, calendars, schedules, classroom field trips, and verifies for accuracy and completion.

Performs a variety of administrative support duties, including:  word processing, filing, record keeping and data management; scheduling/coordinating of staff and activities;  and other related duties.

Operates a variety of office machines including but not limited to:  desk top computers, printers, scanners, copiers, microfiche, laminators, fax machines, and calculators.

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

Responds to requests for administrative and clerical assistance from other positions, managers and supervisors, and departments, as directed

Develops and maintains a general awareness of current and proposed activities.  Keeps the immediate supervisor informed of any schedule conflicts and/or other issues which arise.

Conducts original analysis and report preparation using spreadsheets and databases; researches and analyzes data/information, and reports findings as required or requested.

Recommends the purchase of general office machines and equipment, as necessary, to  enhance administrative support.

Demonstrates effective and consistent direction of students.
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Receives, coordinates and acts to ensure for the proper handling of telephone calls, postal and electronic mail, express/priority/overnight mail/correspondence, receipt/delivery of supplies, equipment and materials, and other communications, as required or requested.

Tutors students and faculty on the use of various office equipment, as directed.  Provides technical direction and guidance to other positions, as directed.

Communicates with parents about routine issues, as directed.  

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

Maintains the confidentiality of student information.

Completes training programs, and attends meetings, as required.

Follows established district policies and procedures.

Performs other duties as required or requested.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test is required. 

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, a variety of locations, including:  general office, classroom, media centers, community center and related work environments, 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.

