[image: ]

Job Title:  General Office Aide	Wage/Hour Status:  Non-Exempt
Reports to:  Principal	Pay Grade:  AS 600
Dept. /School:  Assigned Campus	Date Revised: 02/06/25

Primary Purpose:

To provide a variety of clerical duties as assigned that could include, but is not limited to the filing of records, answering phones, producing printed materials, and maintaining inventory of supplies

Qualifications:

Education/Certification:
[image: ]   High school diploma or GED

Special Knowledge/Skills:
Knowledge of basic computer operations and skills[image: ]


Ability to work with students, parents, and teachers effectively Ability to communicate effectively

Experience:
[image: ]   One year experience preferred
Major Responsibilities and Duties:

1. Organize and file campus records as assigned
2. Assist with answering phones
3. Greet parents
4. Monitor students as assigned
5. Operate all equipment related to the pre-printing, printing, and finishing processes
6. Duplicate, copy, or print District forms, reports, brochures, programs, certificates, etc., when required
7. Clean and perform minor maintenance on equipment
8. Maintain record logs, when required
9. Safeguard  paper  stocks  and  chemistries  and  maintain  inventory  records  according  to established procedures
10. Check make-ready work for accuracy and for attractiveness of layout
11. Stack and wrap final work for pick-up or delivery
12. Assist with checking in paper, chemicals, and other supply stock
13. Maintain immediate work area, keeping area clean and neat 
14. Cross-train on a variety of office responsibilities.
15. Perform all other duties as assigned.

Supervisory Responsibilities:

None

Equipment Used:

Computer, printer, scanner, fax machine and copier

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:
· Maintain emotional control under stress  
· Moderate standing, bending, and stooping
· Occasional prolonged or irregular hours may be required
· Supervision of students may be required outside of the building and exposure for extended periods of time to various weather conditions may occur.


The foregoing 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. 

Approved by	Date	
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