
 

 

EVERGREEN SCHOOL DISTRICT 
 

CLASS TITLE:  CLERICAL ASSISTANT 
 

BASIC FUNCTION: 
 
Under the direction of an assigned supervisor, perform a variety of clerical duties in support of an 
assigned office; prepare and maintain various records and files; receive and screen phone calls; take 
and relay messages as requested; input a variety of records and information into computer system. 
 
REPRESENTATIVE DUTIES: 
 
Perform a variety of clerical duties in support of assigned department or office including typing, 
filing, duplicating and compiling information; prepare and distribute various materials as assigned, 
input a variety of records and information into computer system.   E  
 
Receive and screen phone calls; take and relay messages as requested; greet visitors; provide 
information to parents and visitors; direct inquiries and visitors to the proper person or office; and 
may receive, sort and distribute incoming mail.  E 
 
Communicate with a variety of site and District personnel regarding District and school policies, 
procedures and student information.  E 
 
Operate a computer and assigned software systems; operate a telephone, copier, intercom, 
typewriter, calculator and other office equipment as assigned.  E 
 
May maintain files and computer records for the site and individual teachers’ budgets’ prepare 
related purchase orders; prepare and issue reports related to budget activity.   
 
May assist teachers with preparing classroom materials; duplicate, collate, staple, bind and 
laminate various materials; distribute materials as assigned. 
 
May participate in School Site Council and Student Study Team activities as assigned; attend 
meetings as needed. 
 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
Knowledge of: 
Modern office practices, procedures and equipment. 
Correct English usage, grammar, spelling, punctuation and vocabulary. 
Interpersonal skills using tact, patience and courtesy. 
Oral and written communication skills. 
Operation of a computer terminal and data entry techniques. 
Record-keeping techniques. 
Basic budgeting practices regarding monitoring and control. 
Telephone techniques and etiquette. 
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Ability to: 
Perform a variety of clerical duties in support of assigned office. 
Understand and follow oral and written directions. 
Communicate effectively with students, parents, staff and administration. 
Learn, interpret and explain rules, regulations, policies and procedures. 
Assemble, organize and prepare date for records and reports. 
Answer telephones and greet the public courteously. 
Operate office machines including a computer and applicable software. 
Compose correspondence independently. 
Plan and organize work. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination equivalent to:  graduation from high school 
 
WORKING CONDITIONS: 
 
Environment: 
Office environment. 
 
Physical Demands: 
Dexterity of hands and fingers to operate a computer keyboard and a variety of office machines. 
Hearing and speaking to exchange information. 
Seeing to read a variety of materials. 
Bending at the waist, kneeling or crouching. 
Sitting for extended periods of time. 
 
 
Classified Salary Schedule:  Range 23 
 
 
 


