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Job Title: PEIMS Clerk – Secondary						Wage/Hour Status: Nonexempt

Reports To: 	Director of PEIMS							Pay Grade: Para 4

Dept./School:  Assigned Campus							Date Revised: 03/05/2021

Funding Source: Local

The following statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.

Primary Purpose
Perform data entry for Public Education Information Management System (PEIMS) data.  Be of assistance to students, parents, teachers, and perform clerical work as required for this position.

Qualifications

Education/Certification
High School Diploma or GED

Special Knowledge/Skills
Typing Skills (40-50wpm)
Communication /Telephone Skills 
Working Knowledge of computers, or a willingness to be trained in their functions
Ability to meet established deadlines; work cooperatively with staff members, students, and public in general
Proficient Keyboarding, file maintenance, and 10-key skills

Experience
Experience working with teenagers and the general public

Such alternatives to the above qualifications as the administration may find appropriate and acceptable


















Name: ___________________________		Appraiser: _____________________________

On the following pages, you will find the evaluation rubric that supports the position.  An annual review of the duties assigned will be measured using the rubric and the explanation scales provided below.

Explanation of Scale

4 		Exceeds Expectations (3.5 – 4.0)

3		Demonstrates Proficiency (2.5 – 3.49)		

2		Below Expectations (1.5 – 2.49)		

1		Unsatisfactory Performance (1.0 – 1.49)

Major Responsibilities and Duties

_____1.	Enrollment of All Students, explaining registration forms and directing new students to the appropriate counselor.
_____2.	Collect and report all PEIMS data for students and teachers.  Assume responsibility for compiling, maintaining, and filing all reports, records, and other documents as required.
_____3.	Assist in the care of report cards and accompanying duties.
_____4.	Assist in the responsibility in collection and distribution of student records and transcripts, using TREX.
_____5.	Assist by furnishing bus information and answering questions concerning school activities.
_____6.	Take all necessary and reasonable precautions to protect students, equipment, and materials, and facilities.
_____7.	Demonstrate behavior that is professional, ethical, and responsible.
_____8.	Be prompt in attendance to assigned duties.
_____9.	Maintain good attendance, when absent comply with notification procedures.

Other
	
_____ 10. Perform such other duties and assume such other responsibilities as may, from time to time, be assigned.

_____ 11. Has demonstrated the district’s established quality customer service standards.


_______ Total/11    _______




Comments:






Supervisory Responsibilities
None

Equipment Used
Personal Computer, typewriter, printer, calculator, copier, fax machine, and shredder.

Working Conditions
Mental Demands/Physical Demands/Environmental Factors:
Work with frequent interruptions, maintain emotional control under stress.  Repetitive hand motions; prolonged
use if computer.


SUMMATION









Date of Conference: ___________________________

Employee’s Signature: ____________________________

Appraiser’s Signature: _____________________________ 
Employee Name_______________________________	     Employee ID# _____________
