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JOB DESCRIPTION

CLERICAL/EDUCATIONAL GUIDANCE SPECIALIST
Title: Clerical/Educational Guidance Specialist 

Purpose: 

1. Provide educational guidance services for Elbert students in grades 7-12 

2. Assist administration and clerical staff with financial management, special activities, technology operations and general clerical duties 

Principal Responsibilities: 

Clerical/Administration: 

1. Assist with the daily collection and distribution of school mail.  
2. Responsible for maintaining the school's activity account. 

a. Take in all monies from fundraisers, field trips, proceeds,  

b. Make weekly deposits. 
c. Maintain accurate accounting of all separate funds within the activity account. 

d. Maintain activity account checkbook on Quicken. 

e. Provide a monthly activity account report for the School Board. 

f. Write checks as needed. 

g. Work with staff and students in keeping them apprised of their account status and utilizing their monies. 

3. Prepare game programs for all home games. 

4. Compile and fax rosters to other schools for away games. 

5. Orient food services clerk to lunch program accounting procedure. 

6. Assist clerical staff in emergencies or with special activities. 

Educational Guidance Specialist: 

1. Testing services - organize the administration and interpretation of results for the following tests: 

a. the district standardized test (currently the Terra Nova and CSAP, grades 3-11) 

b. the PLAN test for all sophomores 

c. the PSAT test for interested sophomores and juniors 

d. the ASVAB test for juniors and interested seniors

e. the State ACT test for juniors

2. Career guidance - provide information and programs for: 

a. Elementary career awareness 

b. Junior high career exploration 

c. High school career decisions
d. Promote opportunities in community service and work-study. 

e. Coordinate school-to-career activities. Serve as district liaison. 

3. Post secondary planning - provide information and programs on: 

a. Choosing an appropriate institution 

b. Financial aid and scholarships 

c. College entrance examinations 

4. Assist in coordination of Red Ribbon Week. 

5. Assist in maintenance of student academic records. 

6. Assist secondary principal with the scheduling process. 

7. Maintain communication with administration, faculty, students, and parents. 
Reports To: Superintendent and Principal 

Supervises: Office Clerk 

Factors To Be Considered When Evaluating Performance: 

1. Positive feedback from teachers, students and parents. 

2. Scholarships/financial aid factors. 

3. Organized coordination of testing program. 

4. Effective communication with parents. 

5. Timely completion of tasks. 

6. Effective training and evaluation of new clerk. 

Minimum Qualifications: 

1. A.A. degree with progress toward B.A. 

2. Successful experience in working with the public. 

3. Skills in verbal and written communication. 

4. Task oriented. 

5. Computer literacy. 

6. Positive rapport with students.

7. Able to lift a minimum of 10 lbs. and a maximum of 40 lbs.

Salary Range: $18,000 - $25,000/year depending on education, experience and skill level at the discretion of the Superintendent. Fringe Benefits: Same as other full-time employees Work Year: Eleven months 

Evaluation: Performed annually by the Superintendent and Principal 

Adoption Date: May 1998

Re-Adoption Date:  September 26, 2006

