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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7071
November 1998

POSITION TITLE:
Computer Operator Paraprofessional

REPORTS TO:
Assistant Principal, Academic Education Department

Objective: To perform data entry and related general office clerical duties for all Second Chance program activities, or other designated areas, as directed. 

Essential Functions:

1.
Performs data entry and related general office clerical duties, as directed.

2.
Data enters and updates Second Chance files.  Word-processes letters, memos, student letters for Second Chance and adult high school counselors.

3.
Data enters and updates textbooks checked in or out by students and teachers.  Contacts inactive students to return texts.  Keeps bookroom organized and current books easily accessible.

4.
Posts notices and updates bulletin boards in designated location(s) within the school office, and at other designated locations within the school building, including the third floor.

5.
Delivers all notices, bulletins, and designated memorandums to teachers, as directed.

6.
Plans and schedules with the Transportation Department, as directed, transportation of all students who qualify for bus passes.

7.
Provides customer service to walk-in clients and potential students needing information; answers phones.

8.
Organizes, updates and maintains a waiting list of future or potential students.  Refers potential students to the testing laboratory for CTBS.

9.
Organizes and distributes caps and gowns for graduation ceremonies, and assists with graduation ceremony activities including a luncheon, as directed.

10.
Assists teacher(s) with classroom instruction and related activities, including recordkeeping and clerical tasks.  Participates in classroom set-up, clean-up and stores materials efficiently.

11.
Provides a supportive environment for students; maintains discipline.  Helps to maintain a safe environment for students.

12.
Attends designated meetings, as directed.

13.
Maintains the confidentiality of student information.
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14.
Follows established district policies and procedures.

15.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Graduation from High School or equivalent.  Successful completion of the Basic Skills Test  is required.  Demonstrated data entry, typing and phone skills are required.  

Licensure: None.

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

Physical/Environmental Characteristics: Essential duties are primarily performed in a regular classroom or office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

