Operations Office Staff
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PayBand 1
oStaff Print Secretary
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u$5chool Secretary
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uReqistrar
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wAccounting Clerk
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wAdministrative Secretary
oAdministrative Secretarg Facilities
oPrincipal Secretary
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wPayroll Specialist
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uBenefits Specialist
aConfidential Benefits Specialist
uPayroll Accountant
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Pay Band 10

uHuman Resources Speciafistion- Certified

PayBand 12

wAssistant to the Controller
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Staff Secretary Job Description

JOB TITLE: Staff Secretary LOCATION: School

REPORTS TO: School Administrator FLSA STATUS: NBrempt

SALARY GRADE: Sec Channel 1 REVIEW DATE: April 2008

POSITION SUMMARY

Perform standard office duties involving word processing, database, and spreadsheets for school
departments, subject areas and/or grade levels under the direction of School Principal. Various
responsibilities may be determined by school level and/or department (i.e. print room or library).

SPHERE AND SCOPE OF INFLUENCE

Position has school and community wide impact. Daily contacts include students, teachers and
parents.

ESSENTIAL DUTIES

Perform wordprocessing.

Create databases.

Perform receptionist duties.

Interact with staff, students and community as required.
Complete forms.

Sort/distribute mail.

Duplicate materials.

Laminate materials.

Maintain department records.

Facilitate department ordering.

Assume print room responsibilities.

Assume library assistance responsibilities.

Handle correspondence related to specific department responsibility.
Maintain regular attendance.

MARGINAL DUTIES

Coordinate technology/AV equipment usage.

Utilize DRA and Panda Technology Systems.

Assist certificated staff members in supervising students.
Assist with annual inventory, if applicable.

Create displays.

Assist in awards program.

Support field trip preparation.

Perform other duties as assigned.
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Staff Secretary

QUALIFICATION REQUIREMENTS

A High school education with a working knowledge of personal computer and computer software.
Previous

A experience in standard office procedures involving word processing, database, and
spreadsheets.

PHYSICAL DEMANDS

A Standing, Sitting, Reaching, Grasping.
A Ability to lift an average of 30 pounds by hand.
A Mobility to move in and around the building.

MENTAL DEMANDS

A Ability to communicate clearly both verbally and in writing.
A Ability to read, learn and respond to a variety of subjects related to the function of district
operations.

ENVIRONMENTAL CONDITIONS

A Typical office conditions: Protection from weather conditions, but not necessarily from
temperature changes. Worker not exposed substantially to adverse environmental conditions.

Return to Job Description Grid




Print Secretary Job Description

JOB TITLE: Staff Print Secretary LOCATION: School

REPORTS TO: School Administrator FLSA STATUS: Non-Exempt

SALARY GRADE: Sec Channel 1 NEXT REVIEW DATE: January 2012

POSITION SUMMARY
Perform copying and related duties for school administrators and staff.

SPHERE AND SCOPE OF INFLUENCE
Position has school and community wide impact. Daily contacts include teachers, parents, students and staff.

ESSENTIAL DUTIES

1. Perform copying assignments from teachers and others as assigned working within deadlines.

2. Order paper, toner, staples and lamination film as needed.

3. Obtain supplies that teachers will need in the Print Room from school stores.

4. Call repairman when needed for all building copiers.

5. Complete order forms and give to Principal’s Secretary.

6. Keep building copiers, binding machine, folding machine, laminator, and cutting machine in working
order including maintaining paper and toner supply and clearing copier misfeeds.

7. Make posters for teachers with poster printer machine.

8. Cut out letters for teachers from the Variquest Die-cutter for bulletin boards.

9. Laminate materials as requested by staft.

10. Run Meter Reading monthly on all building copiers showing the amount of paper that is used by the

teachers, teams, departments and office.
11. Prepare spreadsheet with itemized totals for the office.
12. Maintain regular attendance.

MARGINAL DUTIES

Perform other duties as assigned.
Make Buzz Books for the PTO.
Prepare course guides.

Prepare programs for extra activities.
Update school marquee.

e S

SUPERVISORY RESPONSIBILITIES
No supervisory responsibilities.
QUALIFICATION REQUIREMENTS

High school education with a working knowledge of copiers, laminator, personal computer and computer
software. Previous experience in standard office procedures.
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Staff Print Secretary

PHYSICAL DEMANDS

Standing, Sitting, Reaching, Grasping.

Ability to lift an average of 30 pounds by hand.

Mobility to move in and around the building.

MENTAL DEMANDS

Ability to communicate clearly both verbally and in writing. Attention to detail and ability to meet
deadlines. Strong customer service orientation. Ability to read, learn and respond to a variety of subjects
related to the function of district operations.

ENVIRONMENTAL CONDITIONS

Typical office conditions: Protection from weather conditions, but not necessarily from temperature
changes. Worker not exposed substantially to adverse environmental conditions.
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Health Assistant Job Description

JOB TITLE: Health Assistant DEPARTMENT: Health Services

REPORTS TO: Manager of Health Services FLSA STATUS: Non-Exempt

SALARY GRADE: Secretary, Channel 1 NEXT REVIEW DATE: October 2011

POSITION SUMMARY
Under the supervision of the school nurse and in compliance with the Missouri State Nurse Practice Act, the
health assistant assists the school nurse in caring for students and staff who are injured or ill, performs healtt

screenings of students and maintains confidential health records. Also performs necessary office support
duties including typing, filing, and ordering supplies.

SPHERE AND SCOTE OF INFLUENCE
Position has school and community wide impact. Daily contacts include students, teachers and parents.
ESSENTIAL DUTIES

1. Provide care (minor first aid, etc.) to students/staff as appropriate deferring to the school nurse for
more serious illness or injury.

2. Contact the parents of the ill or injured student in accordance with established health services
policies, and, if necessary, arrange for the student to go home.

Report to and/or confer with the school nurse regarding students® absences for health reasons
{communicable disease, injury, hospitalization, ete.).

w

4. Communicate with teachers and other school personnel regarding students seen in the nurse's office
at the direction of the nurse.

5. Report safety hazards to the school nurse.

6. Produce letters, reports, and requisitions as directed by the school nurse and enter immunization data

into computer.,

7. Maintain clean and orderly nursing office, assist nurse in ordering supplies and maintain nurse’s
office bulletin boards.

8. Answer phone calls from parents, teachers and staff,

9. Assist the nurse in scheduling and performing routine screenings, informing teachers and following
up on referrals sent to parents.

10. Initiate health records on all new students and maintain confidential student health files.

11. Maintain regular attendance and punctuality.

10/1/01
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MARGINAL DUTIES
1. Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES
N/A

QUALIFICATION REQUIREMENTS

High school diploma or equivalent, First Aid and CPR certification, adequate office management skills,
including typing, filing, and computer skills, ability to communicate clearly both in verbal and written form.
Ability to establish rapport with students, parents and staff to meet student health needs.

PHYSICAL DEMANDS

Must be able to move quickly throughout the building in order to assist in health care whether emergency or
routine.

MENTAL DEMANDS
Exercises good judgment, requests assistance as needed, follows directions from school nurse or

administrator and remains calm in stressful situations. Adapts to various school situations that require
assisting an ill or injured person.

ENVIRONMENTAL CONDITIONS

Not exposed to substantially adverse environmental conditions (lypical office conditions).

Approved By:

Date:
Assistant Superintendent
Date:
Hiring Manager
Date:

Human Resources Manager
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School Secretary Job Description

JOB TITLE: School Secretary/Registrar LOCATION: School

REPORTS TO: School Administrator FLSA STATUS: NBrempt

SALARY GRADE: Sec Channel 2

POSITION SUMMARY

Perform standard office duties involving word processing, database, and spreadsheets under the direction

of School Principal. Manage student records and perform registrar responsibilities in accordance with
state and District guidelines. Prepare invoices for payment using District purchase order system and
perform other budget and accounting functions.

SPHERE AND SCOPE OF INFLUENCE

Position has school and community wide impact. Daily contacts include students, teachers and parents.

ESSENTIAL DUTIES

Maintain student attendance/records.

Manage all forms of student record keeping and reporting.
Generate progress reports/report cards.

Record grade changes and test scores.

Support coordination of studerBandschedules.

Process registration/withdrawal of students.

Issue work permits/college information.

Maintain budget records for school/departments.
Process purchase order requisitions/orders for payment.
Maintain master calendar.

Perform receptionist duties.

Manage inventory/supplies.

Coordinate discipline records/communications.
Coordinate bus assignments; VST/Parkway.

Submit and track work orders.

Report emergency repairs.

Maintains regular attendance.

ARGINAL DUTIES
Assist in field trip preparation.
Manage Use of Premises.
Communicate transportation information and issue bus passes.
Document student early departures/late arrivals.
Submit printing requests.
Distribute and record building key assignments
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School Secretary/Registrar

Handle petty cash/postage.

Complete periodic and annual reports/applications.

Maintain regular attendance.

Prepare for special events (i.e. assist in awards program, performances, etc.).
Register voters.
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Perform other duties as assigned.
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SUPERVISORY RESPONSIBILITIES
No supervisory responsibilities.

QUALIFICATION REQUIREMENTS

High school education with a working knowledge of personal computer and computer software. Previous

experience in standard office procedures involving word processing, database, and spreadsheets.

PHYSICAL DEMANDS

A Standing, Sitting, Reaching, Grasping
A Ability to lift an average of 30 pounds by hand.
A Mobility to move in and around the building.

MENTAL DEMANDS

A Ability to communicate clearly both verbally and in writing.
A Ability to read, learn and respond to a variety of subjects related to the function of District
operations.

ENVIRONMENTAL CONDITIONS

A Typical office conditions: Protection from weather conditions, but not necessarily from
temperature changes. Worker not exposed substantially to adverse environmental conditions.
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Registrar Job Description

JOB TITLE: Registrar LOCATION: School
REPORTS TO: School Administrator FLSA STATUS: NBrempt
SALARY GRADE: Secretary Pay Schedule REVIEVW DATHuly 2010

POSITION SUMMARY
Maintain data integrityvooffidential student recosilsg district wbhsed student information systaaocordance
with StartEederadlavw and District guidelirdgEs=ave as district liaison for all Parkway families.

SPHERE AND SCOPE OF INFLUENCE
Position has school, district/fetdeealeporting, and community vwmpledat. Daily contacts include students,
administrators, teachers, counselors, social workers, and parents.

ESSENTIAL DUTIES

Maintainlata integrity of all confidential student records.

Complete entigisration process$ studentsrior to first dakaastendance

Up dat e and mai nt ai n wi t h accur acy e a c h st ud e
Monitor entry of grades. Verify and ensure all grades are entered before processing report cards a
Complete withdrawal process iatglgdupon notification of student leaving the district.

INnvestigate residency issues.

Coordinate process of requesting and recording student records from previous schools.

Process student record requests from other institutions (i.e. schoalbpoaslilfegetcs.

Issuestudentwork permits

10 Maintain regular attendance and punctuality.
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MARGINAL DUTIES
Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES
None

QUALIFICATION REQUIREMENTS

High school education with a working knowledgeae aif g puteveb applicatioasd computer software. Pre
experience in standard office procedures involving wordstuolesstiksitarpase, and spreadshdessaileebriente
with high degree of accuracy, teamwlayalso works indepativistrong interpersonal and organizational sl
workingn a fasfpaced environment.

PHYSICAL DEMANDS
Standing, sitting, reachiraagsmngability to liettn average of 30 pounds by hatditymto move in and around th
building and district.

NMENTAL DEMANDS

Ability to maintain confidentiality.

Ability to make decisions independently.

Ability to communicate effedbiotiwerbally and in writing.

Ability to read, learn and respond to a variety of subjects related to the functioaatiohBistrict ope
Ability to interpret legal documents, district policies, and guidelines.

ENVIRONMENTAL CONDITIONS
Typical office conditions: Protection from weather conditions, but not necessarily from temperature ch
exposed substantiallydheease environmental conditions.
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Accounting CI

JOB TITLE: ACCOUNTING CLERK

DEPARTMENT: Finance

REPORTS TO: SUPERVISOR OF ACCOUNTS PAYABLE/RECEIVABLE
FLSA STATUS: Non-Exempt

Salary Grade: Secretarial Support Staff Salary Schedule, Channel 2
Review Date: August 2010

POSITION SUMMARY

The Accounting Clerk is responsible for helping with the daily operations ol the Finance Department in all
arcas. This position handles opening the mail, filing, answering phongs, paving the P-Card invoices and other
duries as needed.

ESSENTIAL FUNCTIONS

1. Open and distribute the mail. This includes US Mail and the inter-office mail. The mail is stamped
(including the back of all checks with the bank stanp) with the dute of reccipt and distribured to the
appropriae personncl.

2. Answer phoncs. Answer any incoming calls on direot line or the unattended fine when it is ringing
Answers the 07 button calls to assist those in dire need of assistance,

3. Print the Payroll checks cach payday. Print manual Payroli checks us needed and son the Payrol!
checks o the correct location for distribution,

4. Send out W-9's to all vendors who we do not have & Tax ID number on. Enter the 1D number into
the system as il is returned (this may also be done by the A/P Specialist), Rescarch the 1099 report
at the end of the calendar vear w make sure any TAX numbers that are needed are in the system and
entered correetly. Send out B-Motices to vendars whose W-9 information is not cerrect with the
IRS.

5. Pay the P-Card vendor and any other invoices that may need ta be paid (in someone’s absence).

erk Job Description
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NON-ESSENTIAL FUNCTIONS

6. Assist in matching A/P checks from bi-weekly choek mm. This includes making sure the correct
amount was paid, the correct vendor was paid and the tax was not paid.

7. Pull paperwaork each week from the Cheek Register that the Dircctor of Finance would like to
Teview.

8. File the weekly Accounts Payable paperwork from the check run.

9. Mail out Usc of Premiscs invoices after the Accounts Payable/Reccivable Supervisor charges the
EToups.

10. When work is done help is given to all arcas of the Department as needed.
Physical Activities:

Standing. sitting, lifting, talking and hearing
Physical Demands:

Lifting and carrying computer printouts up to 30 pounds

Envir tal/Atmospheric Conditions:

Typical office conditions: not cxposed to environmental eonditions.

Paosition Qualifications Requirements:

Knowledge: Requires high school graduate degree with some working knowledge of general
accounting principles,

Experience: Some previous cxpericnee preferred.
Machines, Tool, Equipment and Work Aids: 10 key caleulator by touch, Micresoft Office
This job description in no way states or implics that these are the only dutics to be performed by the employee

occupying this position. Employees may be required to follow other job-related mstructions to perform other
jub-related duties as requested subject 1o all state and federal laws,
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School Accounts Secretary Job Description

JOB TITLE: School Accounts Secretary
DEPARTMENT;  Finance
REPORTS TO: Supervisor of Finance FLSA STATUS: Non-Exempt

SALARY GRADE: Sec Chan 2 NEXT REVIEW DATE: November 2011

POSITION SUMMARY
Order, receive and stock school supplies for sale to students and faculty in the school store.
Process invoices and prepare annual inventory account for Finance Department.

SPHERE AND SCOPE OF INFLUENCE
Responsible for handling, processing and reconciliation of all money that comes into the school
store including building activity money.

FUNCTIONS OF THE JOB
Essential Functions:

1. Order supplies from various vendors, Check supplies in, receive goods on MUNIS, and

pay invoices.

Collect and track payment for various school functions and/or fines.

Input intra-school charges via Journal Entries into MUNIS,

Reconcile both school store, local and student account money.

Forward deposit to Finance for deposit into banking facility.

Collect money for school store returned checks.

Assist the Principal or others in the building for special events such as open house,

collecting for parking passes when school not in session, efc.

8. Prepare annual inventory count for Finance.

9. Stock school store shelves for students, administrators, secretaries and departments to
purchase.

10. Order supplies for departments.

11. Collect and sell PTO items, sporting items, or special collections.

12. Maintain punctuality and regular attendance.

13. Perform other duties as assigned.

No L R

Non-Essential Functions:

None

SUPERVISORY RESPONSIBILITIES

None

School Accounts Secretary
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PHYSICAL DEMANDS
Lifting, carrying and stocking supplies up to 30 pounds, long periods of standing or sitting.
POSITION QUALIFICATION REQUIREMENTS

KNOWLEDGE / EXPERIENCE

Minimum -2 years” experience in small sales and working with cash. Able to work independently;
work well with people - administrators, faculty, students, parents, etc. Strong bookkeeping
skills.

MACHINES, TOOLS, EQUIPMENT AND WORK AIDS
10 key calculator by touch, Microsoft Office, sales register experience.

ENVIRONMENTAL / ATMOSPHERIC CONDITIONS

Typical office conditions; not exposed to environmental conditions.

This job description in no way states or implies that these are the only duties to be performed by the
emplovee occupying this position. Employees may be required to follow other job-related instruetions or
to perform other job-related duties as requested, subject to all state and federal laws.
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Central Office

JOB TITLE: Central Office Secretary LOCATION:

REPORTS TO: Building Administrator FLSA STATUS: Non-Exempt
SALARY GRADE: Sec Channel 2 REVIEW DATE: April 2003
POSITION SUMMARY

Perform standard office dutics involving word processing, databage, and spreadsheets under the direction of
the building administrator, Assist building administrator with specific assignments pertaining to department.
Report building emergency repair and submil work orders. Handle departmental correspondence and prepare
reports.

SPHERE AND SCOPE OF INFLUENCE

Position may have District and community wide impact  Contacts may include other Distriet personnel,
students, parcnts, contractors, vendors, government agencies or District residents.

ESSENTIAL DUTIES

1. Perform receplionist duties.

2. Ce-ordinale supervisor's requests of specific assignments pertaining to department.
3. Compicte periodic and annual reports.

4, Type, prooftead, and compose letters and memos.

5. Maintain key distribution and records.

6. Submit and track work orders.

7. Report emergency repairs.

8. Maintain regular attendance.

MARGINAL DUTIES

Maintain files.

Manage mainienance ol office equipment.

Handle petty cash/ postage.

Update telephone directories and other related lists.
Process and distribute mail.

Munage use of premises.

Handle public inquiries.

Assume duties of office secretaries,

Perform other dwties as assigned.

009 NP R W

SUPERVISORY RESPONSIBILITIES
No supervisory responsibilities
QUALIFICATION REQUIREMENTS

High school education with a working knowledge of personal computer and computer software. Previous
experience in standard olfice procedures involving word processing, database, and spreadsheets,

1 COSer.doe

Job Description

Central Olfice Secretary

PHYSICAL DEMANDS

Standing, Sitling, Reaching, Grasping.

Ability to 1ift an average of 30 pounds by hand.
Mohility to move in and around the building.

MENTAL DEMANDS

Abilily to communicate clearly both verbally and in writing.
Ability to read, learn and respond to a variely of subjects related to the function of district operations.

ENVIRONMENTAL CONDITIONS

Typical office conditions: Protection [rom weather conditions, but not necessarily from temperature changes.
Worker not exposed substantially lo adverse environmental conditions.

Reviewed By:

Drate:
Assistant Superintendent

Date:
Building Administrator

Date:

Human Resources Manager
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Dispatcher Job Description

JOB TITLE: Dispatcher DEPARTMENT: Transportation

REPORTS TO: Operations Supervi FLSA STATUS: Non-Exempt

SALARY GRADE: PS&C REVIEW DATE: July 2006

(Confidentiz] Grade 14-C)

POSITION SUN RY:

Assures that all routes have a bus and driver assigned assigned to and present for all runs. Prepares and
maintains driver sign-in sheets and daily reports of driver ahsences, Assigns extra-board and substitute
drivers to routes to cover absent drivers, Prepares, collects and compiles statistical reports including but not
limited to semi-annuai student counts, anmial route mileage reports, and weekly reports of student counts and
mileage for after-school activity and athletic rans.  Approves drivers' electronic limecards on Workforce,
and enters absences. mukes adjustments as mecessary,  Assigns overtime to drivers when needed.
Commuicates via two-way radio with drivers.

SPHERE AND SCOPL OF INFLUENCE:

The Dispatehier is responsible for assuring that all ditvers (route or extra-board) and buses (route or spare)
are dispatched in a timely manner. Eyors in pertormance can cause late buses or missed runs resulting in
students arriving late for school, can cause inconvenience 1 parents, and can crode patran confidence. The
Dispateher can have a significant impact on the operating budget through the monitoring and conteol of
driver and attendait hours, especially through the reduction or elimination of overtinie, and by assigning
cxtra-board drivers o ficld trips and athletic trips whenever possible, to limit the number of trips that arc
contracted (o cutside vendors.

ESSENTIAL DUTIES:

=+ Prepare daily sign-in sheets to track driver attendance, and menitor driver sign-in

*  Assign extra-board drivers to “open” roules ov to cover for absent drivers

«  Approves drivers’ clectronie timecards on Workforce systent, and makes adjustments to electienic
timeeards as necessary

»  Prepare daily report of driver absenee including reason for absence and extra-boacd driver assignments

¢+ Coordinate bus requirements for each shift with Fleet Maimenance Supervisor. Maintain list of spaie
buses available for use, and assign spare buses as needed

e Easure that buscs depart the ot on time

= Call in additional “substitute” drivers as needed

s Combine, split or otherwise “consolidate” runs when driver supply is inadequate

»  Schedule and advise drivers of early dismissals for stafl development or final exams or cancellatron of
runs (kindergarten, activity/athletic, ete )

+ Advisc Operations Supervisor of chronic driver absenteeism

+  Advisc Operations Supervisor of late bus departures, accidenis, breakdowns, or other service failures

»  Post "open routes” for selection by drivers

+  Work with Driver Development and Safety Supervisor 1o a
experienced drivers, and in assigning new drivers (o "open”

»  Conduct weekly “field trip pick™

sign drivers-n-Iraining- do ride with

Dispuicher
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MARGINAL DUTIES:

e Maintain all necessary forms in drivers® room {pre-trip inspection forms, vehicle repair requests, student
misconduc! reports, eic.)

Colleet "Request For Absence” forms o drivers who have not turned one in following an absence
Assiat drivers a5 needed with completion of required forms

Call in drivers for unscheduled early dismissals such as inclement weather

Drive rowres when necessary

Advise Driver Developuient and Safety Supervisor and Opertions Supervisor of calls from the public
concerning unsafe driving or violations of law by duivers

e Advise Driver Development and Safety supervisor of e needl for additional drivers

*  Assist wilh rouling as required

«  Perform other duties as assigned by Operations Supervisor or Bireetor of Transportation

SUPERVISORY RESPONSIRILITIES:

« Assigns extra-board drivers to open routes and to field trips and athletic trips
+  Makes adjustments ta and approves drivers’ electronic tiineeards on Workforce system

QUALITICATION REQUIREMENTS:

A bLigh sehool diploma or GEID is required.  Must be thoroughly familiar with the Parkway School District.
Must possess a Gommercial Drivers® License and School Bus Operators™ Permit. A minfmun of 5 yeas
experience in pelpi] transporiation aperations and a minimum of 3 years cxpericnce in routing and/or dispatch
is required.  The ability (o usc a computer operating a range of sofiware including but not limited to
eleetronie routing and scheduing, software and Microsoft Cffice (Word and Cxcel) is required

PHYSICAL DEMANDS:

Ability to sit for long periods of time throughout the day and work for tengthy perfods at compurer. Ability
10 move throughout transportation facility, Vhe Dispatcher may be requircd to drive a bus, and must bave
passed (he annual school bus drivers’ physical examination as required by the Missouri Departinient of
Elementary and Secondary Fdueation

MENTAL DEMANDS:

Ability 1o function in a multi-tazking, deadline oriented environment. Flexibility to adspt to changing
apetational conditions. Excellent imerpersonal wmul public retations skilis, Abilily to function in high siess
situations. Ability ta communicate clearly both verbally and in writing. Ability to read, learn and respond to
4 variety of job relatcd subjeets. Requires use of independent judgment and ereativity in splitting aad
covering routes when faced with unusual circumstances including driver shortages

Dispatcher
Page 3

VIRONMENTAL CONDITIONS:

Works in a well-lighted, pleasant office. Environment is temperature controlled. Works with modern, state-
-art equipment. May include driving a bus in extremely hot or cold conditions. Buses are heated in

of-the
cold weather but are not air conditioned in hot weather.

Approved By:

7 7 Date: 7/#/ e

Hiring irecto) ] ’
A/ { Date: _ Pl e Rkl
ssistan uper cn(l piit / ,
/t’> C/é// Date: 7/) (//O@
Hum/)u)'nu es Manager
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Field Trip Dispatch

JOB TITLE: Field Trip Dispatcher DEPARTMENT: Transportation
Payroll Clerk

REPORTS TO: Operations Supervisor FLSA STATUS: Non-Exempt
SALARY GRADE: SECO Channel Il REVIEW DATE: Junc 2004

POSITION SUMMARY:

Assurcs that all field trips, athletic trips and extra-curricular (rips are logged and assigned, cither to a disirict
driver and bus or o a comtractor. At completion of trip, calculates driver’s wages and enters in payrol!
system. Calculates trip charges to be billed to the using school or department.  Periodically “bills™ schools
and departments by sending requests for journal vouchers to transfer [unds from users’ accounts to
transportation department accounts. Completes driver payroll at the end of each two-week pay period and
transmits completed payroll worksheets to the payroll department. Serves as afternoon route dispatcher
when the Dispatcher leaves for the day. Communicates via two-way radio with drivers as needed.

SPHERE AND SCOPE OF INFLUENCE:

The Field Trip Dispatcher ¢ Payrol Clerk is responsible for assuring that all field trips, athletic trips and
extra-curricular trips arc covered, The position is also responsible for preparing all driver payrolls. Lmrors in
performance can result i disruption w teachers’ feld trip plans, can canse missed and forfeited athletic
contests, and can cause employee dissension and unrest if payrolls are not processed or arc processed
incorrectly. The nature of the infirmation to which this position has access — especially payroll information
- is highly personal and ihe incumbent must mainlain an extremely high degree confidentiality.

ESSENTIAL DUTTES:

s Record field trips, athletic trips and extra-curricular trips in master file when received from using schoot
or department. Assure that written confirmation. including account code to be charged is received from
school if trip is phoned in, and that a completed “Application for Transportation™ is received for all trips.

o Determine whether trip can be run by district bus and driver or whether, because of time conflicts, trip
must be covered by an outside contractar

s Work with primary contractor and/or back-up conlractors to cover all trips that district buses and drivers
canuot cover

s Prepare trip tickets for all trips that can be covered by district drivers and buscs, for posting by the
Dispatcher for Thursday moming field trip pick.

s Cover all late-call-in and trips not picked by district drivers in the most cfficient manner possible

s Calculate drivers” hours after each trip and enter in payroll system

s Calculate school’s or department's charges at the end ol each wip, and “bill” via a funds transfer

« Maintain payroll master file throughout the year. Undate as necessary to add or delete employees

s Maintain employee timecard labef file and prepare timecard labels prior to the start of cach pay period.

« Enter employees’ hours fromn timecards in (he payroll worksheet at the end of each pay period

¢ Transmit payroll clectronically to payroll department

o Calculate “Performance Plus™ amount for each driver after each pay period and maintain electronically

s Function as afternoon Dispatcher when the Dispatcher leaves for the day.

s Perform other duties as assigned by the Operations Supervisor or the Director ol Transportation

er Job Description

Field Trip Dispatcher / Payroll Clerk
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MARGINAL DUTIES:

»  Assist with routing and answering phone calls al the beginning of each scheol year
»  Calculate estimated fleld trip in advance of trip when a cost estimate is requested by schools

SUPERYISORY RESPONSIBILITIES:
None {(Assigns drivers to (eld trips when they must be covered on emergency basis)
QUALIFICATION REQUIREMENTS:

A high school diploma or GED is required. Must be thoroughly familiar with the Parkway School District,
Must possess a Commercial Drivers’ License and Schoaol Bus Operators” Permit, A mininwam of 5 years
experience in pupil transportation operations and a minimum of’ 3 years experience in routing and/or dispatch
is required. The ability to use a 10-key calculatin and the ability to use a compuler operating a range of
software including but not limited to electronic routing and scheduling software and Microsoft Office (Word
and Excel) is required.

PIIYSICAL DEMANDS:

Ability lo sit for long periods of time throughout the day and work for lengthy periods at computer. Ability
o move throughowt transportation facility. The Dispatcher may be required to drive a bug, and must have
passed the annual scheol bus drivers” physical examination as required by the Missouri Depariment of
Elementary and Secondary Education.

MENTAL DEMANDS:

Ability to function in a multi-tasking, deadline oriented environment. Flexibility o adapt to changing
opcrational conditions. Excellent interpersonal and public relations skills. Ability to funciion in high stress
situations. Ability to communicate clearly both verbally and in writing. Ability to read, learn and respond w
a variety of job related subjects. Requires use of independent judgment and creativity in covering lietd trips
and athletic trips when neither district nor contractor buses are available to cover trips.

ENVIRONMENTAL CONDITIONS:
Waorks in a well-lighted, pleasant office. Environment is lemperature controlled. Works wilh modern, state-

of-the-art cquipment. May include driving a bus in extremely hot or cold conditions. Buses are heated in
cold weather but arc not air conditioned in hot weather.

Approved By:

Date:
Assistant Superintendent of Operations

Dane:
Hiring Manager

Date:

Manager of Huoman Resources
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Library Materials Cataloger Assistant Job Description

JOB TITLE: Library Materials Cataloger Assistant LOCATION: Library Services
REPORTS TO: Coordinator of Library Services FLSA STATUS: Non-Exempt
SALARY GRADE: Secretary Pay Scale, Chan 2 REVIEW DATE: July 2040
PQSITION SUMMARY

Library position invoives copy cataloging and seme original cataloging; importing and exporting bibliographic records; and processing
tasks such as property-stamping, applying barcodes, ete.

SPHERE AND SCOPE OF INFLUENCE
Position has school and district-level impact. Daily contacts include librarians, library secretaries, book jobber customer service
representatives, and ather Library Services personnel.

ESSENTIAL DUTIES

1. Copy cataloging. Locate an apprapriate bisliographic record, modify it to fit the matetial in hand and/or to conform ta local
standards, and add it to the database.

2, import vendor-supplied MARG records, Run exceplion reports fo identify records that need further attention. Medify those
exceplions as necessary.

3. Original cataloging, Create original bibliographic recards for basic material types.

4, Updating holdings. Enter additional copies of items already in the catalog,

5. Catalog maintenance. Merge and update pericdical records in the catalog. Move and update item records that had been added in
the libraries (Fast-Adds),

6. Handle most queries and requests concerning the catalog from the schocl librarians. Discuss cataloging issues with the librarians

and make changaes to records as necessary,

Extract catalog data for use in collection development (on request).

Ceordinate the flow of materials through the cataloging department. Investigate problerns with shipments from vendors. Enter

information about shipments into the autornated tracking system.

9. Coordinale bindery processing. Prepare shipment of bindery of buoks sent fronm the sehook fibraries. Review books when they are
returned from the bindery. Update barcades, spine labels, elc as necessary. Ship the books back to the school libraries.

g

MARGINAL DUTIES
Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES
Naine:

QUALIFICATION REQUIREMENTS

Formal training in cataloging theory and prastice (at least 3 hours college credit or equivalent workshopiseminar Iraining), Familiarity
vith basic cataloging concepts and the MARC record format.

A waorking knowledge of personal computers, web applications, and computer software.

Detailed-oriented with high degree of accuracy.

Team player who also works independently.

Strong interpersonal and orgamizatichal skills.

PHYSICAL DEMANDS
Standing, sitting, reaching, grasping, ability to lift an average of 30 pounds by hand, ciarity of vision and abiiity to work on computer
90% of the day.

MENTAL DEMANDS

Ability to make decisions indapendently.

Ability to communicate effectively both verbally and in writing

Ability to read, lean and respond to & variety of subjects related to the function of District operations.

ENVIRONMENTAL CONDITIONS

Typical office conditions: Protection from weather conditions, but not necessarily from temperature changes. Worker not exposed
substantially to adverse environmental conditions,

Return to Job Description Grid




Library Materials Processor Job Description

JOB TITLE: Library Materfals Processor LOCATION: Library Services
REPORTS TO: Coordinator of Library Services FLSA STATUS: Non-Exempt

SALARY GRADE: Secretary Pay Scale, Chan 2 NEXT REVIEW DATE: September 2011
POSITION SUMMARY

This position is responsible for processing books and other materials sent to Library Services by the school libraries. Processing makes
the materials “shelf-ready," ready far use in the libraries. It includes all steps except cataloging and adding items fo the bibliographic
database.

SPHERE AND SCOPE OF INFLUENCE
Position has school impact. Daily contacts are other Library Services personnel, with occasional phone or email contact with librarians
or library secretaries.

ESSENTIAL DUTIES

. Unpack boxes of library materials received from schools and verify items against the list included in each box.
Stamp each item with the name of the owning fibrary.

Apply barcodes.

Attach card pocket.

Attach security strip or tag {for some schools).

Generate and apply spine label after the item has been cataloged.

Cover dust jacket, if present.

Enter data into the Library Services Tracking System.

MARGINAL DUTIES
Perform other duties as assigned,

SUPERVISORY RESPONSIBILITIES
None

QUALIFICATION REQUIREMENTS

A working knowledge of personal computers, web applications, and computer software.
Detailed-oriented with high degree of accuracy.

Team player who also works independently.

Strong interpersonal and organizational skills.

PHYSICAL DEMANDS
Standing, sitting, reaching, grasping, ability to [ift an average of 30 pounds by hand, clarity of vision and ability to work on computer
90% of the day.

MENTAL DEMANDS
Ability to pay attention to detail and to consistently follow documented procedures.

ENVIRONMENTAL CONDITIONS
Typical office conditions: Protection from weather conditions, but not necessarily from temperature changes. Worker not exposed

substantially to adverse environmental conditions. .. .
Y Return to Job Description Grid
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REPORTS TO: School Administrator FLSA STATUS: NBrempt

SALARY GRADE: Sec Channel 3 REVIEW DATE: April 2008 SUPERVISORY RESPONSIBILITIES

No supervisory responsibilities
POSITION SUMMARY

Perform standard office duties involving word processing, database, and spreadsheets under the direction QUALIFICATION REQUIREMENTS
of the School Principal. Maintain attendance and personnel records for staff. Assist Principal with school

and District matters and prepare communications for specific assignments. High school education with a working knowledge of personal computer and computer software.
Knowledge of District/school policies. Minimum of 2 years experience working in an office environment
SPHERE AND SCOPE OF INFLUENCE using procedures involving word processing, databases, and spreadsheets. Excellent interpersonal skills

and the ability to relate to diverse groups of people.

Position has school and community wide impact. Daily contacts include students, teachers and parents.
PHYSICAL DEMANDS

ESSENTIAL DUTIES

A Standing, Sitting, Reaching, Grasping.
A Maintain staff attendance and personnel records. A Ability to lift an average of 30 pounds by hand.
A Update emergency information. A Mobility to move in and around the building.
A Maintain in-service records.
A Process timesheets for staff. MENTAL DEMANDS
A Type/file Summative reports/observations.
A Coordinate staff substitutes. A Ability to communicate clearly both verbally and in writing. Ability to work under pressure and
A Document staff development attendance/approval to maintain confidentiality. Ability to read, learn and respond to a variety of subjects related to
A t NP OSA A BarnAschddUBNE O ’ the function of District operations.
A Prepare correspondence for newsletters.
A Prepare staff and student handbooks. ENVIRONMENTAL CONDITIONS
ﬁ ’\Dﬂeyezthp buzzlbooI:ts. d A Typical office conditions: Protection from weather conditions, but not necessarily from
aintain regular attendance. temperature changes.
A Worker not exposed substantially to adverse environmental conditions.

MARGINAL DUTIES

Update directories and staff roster.

Manage extra duty schedule.

Coordinate telephone/building maps/intercom procedures.

Assist with special events if applicable, (i.e. awards programs, performances, etc.).
Update District policy and asbestos manuals, if applicable.

Coordinate textbook orders for staff.

Assume duties of school or staff secretary as needed.

Liaison to community/parent organizations.

Perform other duties as assigned.

o B0 o Jo o T To o Io
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Administrative Secretary Job Description

Page 2
JOB TITLE: Administrative Secretary DEPARTMENT: Operations Administrative Secretary
REPORTS TO: Building Administrator FLSA STATUS: NBrempt

SUPERVISORY RESPONSIBILITIES
SALARY GRADE: Sec Channel 3 REVIEW DATE: April 2003

No supervisory responsibilities

QUALIFICATION REQUIREMENTS
POSITION SUMMARY

) L ) . .. High school education with working knowledge of personal computer and computer software. Minimum
Perform standard office duties involving word processing, database, and spreadsheets under the direction 2F H B8SFINHEQ SELBSNASYOS 62NlAy3 Ay Ly 2FFAOS Sy OANR
of a department director. Maintain attendance and personnel records for staff. Prepare invoices for

- o . ’ databases, and spreadsheets. Excellent interpersonal skills and the ability to relate to diverse groups of
payment using District purchase order system and perform other budget and accounting functions.

people. Ability to work under pressure and to maintain confidentiality.

SPHERE AND SCOPE OF INFLUENCE PHYSICAL DEMANDS
Position may have District and community wide impact Contacts may include other District personnel, A Ability to sit for long periods at computer, and also to reach, grasp and move in and around
contractors, vendors, government agencies or District residents. building. ' '

A Ability to lift an average of 30 pounds by hand.

ESSENTIAL DUTIES
MENTAL DEMANDS

A Assist District officials with administrative matters.

A Maintain staff attendance and personnel records. A Ability to communicate clearly both verbally and in writing.

A Create and revise correspondence. A Ability to function effectively in a muitasking, deadline oriented environment

A Maintain budget records. A Flexibility to adapt to changing operational conditions

A Prepare departmental programs and booklets. A Excellent interpersonal and public relations skills

A Process purchase order requisitions and orders for payment. A Ability to read, learn and respond to a variety of subjects related to the function of District
A Manage and maintain files. operations.

A /| 22NRAYFGS &dzZLSNBA&A2NDR& OF £ SYRI N®

A Prepare/organize meetings. ENVIRONMENTAL CONDITIONS

A Prepare mailings for interoffice and outgoing mail.

A Complete periodic and annual reports. A Typical office conditions: Protection from weather conditions, but not necessarily from
A Handle public inquiries. temperature changes.

A Maintain regular attendance. A Worker not exposed substantially to adverse environmental conditions.

MARGINAL DUTIES

Perform receptionist duties.

Maintain asbestos records and district manuals, if applicable.
Assume duties of other office secretaries.

Process and distribute mail.

Handle petty cash/postage.

Manage inventory/supplies.

Submit printing requests.

Perform other duties as assigned.

o B0 o Joo o Jo Do I
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Purchasing/Accounting Specialist Job Description

DEPARTMEX

JOB TITLE: Purchasing/Accounting Specialist Fuod Service

REPORTS TO: Food Service Director FLSA STATUS: Non-Fxempt

SALARY GRADE: REVIEW DATE::

POSITION SUMMARY

Perform standard office duties involving word precessing, database, and spreadsheets. Assist building
administrator with specific assignments pertaining to department. Manage the food and supply purchases and
process daily revenue receipts. Handle departmental correspondence and preparc reports.

SPERE AND SCOYE OF INFLUENCE

District-wide influence. Contacts may include other District personnel, studcnts, parcnts, contractors, vendors,
government apencies or District residents

ESSENTIAL DUTILES

Perform receptionist duties.

Co-ordinate supervisor's requests of specific assignments pertaining to department.
Complete pericdic and annual reports.

Type, prootread, and compose letters and memos.

Maintain key distribution and records.

. Submit and track work orders.

. Repert cmergency repairs.

= T

MARGINAL DUTIES

. Maintain files.

. Manape maintenance of office equipment.

Handle pettyfcash postage.

Update telcphone directories and other relaled lists.
Process and distribule mail.

Manage usc of premises.

Handle public inquiries.

. Assume dutics of office secretaries.

Perform other duties and responsibilities as assigned.

O

e )

S pemat doc

SUPERVISORY RESPONSIBILITIES

QUALIFICATION REQUIREMENTS

High school education with a working knowledge of personal computer and computer seftware. Previous
expericnce in standard office procedures invelving word processing, databasc, and spreadshects.

PHYSICAL DEMANDS

Standing, Sitling, Walking, Reaching, Grasping, Talking, Heaving, Clarity of Visien.
Ability to lift an average of 30 pounds by hand.

Mobility to move in and around the building.

MENTAL DEMANDS

Ability to communicate clearly both verbally and in writing,
Ability to read, learn and respond to a variety of subjects rclated to the function of district operations.

VIRONMENTAL CONDITIONS

Typical office conditions: Protection from weather conditions, but not necessarily from lemperature changes.
Worker not exposed substantially to adverse environmental conditions.

Approved By:

Date:
Departmental Director
Date:
Assistant Superintendent Operatiens
Date:

Iluman Resources Manager

JOFsemat.doc
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Accounts Payable Specialist Job Description

JOB TITLE: Accounts Payable Specialist DEPARTMENT:  Finance

REPORTS TO: Accounts Payable/Receivable Supervisor FLSA STATUS: Non-Exempt
SALARY GRADE: Se¢ Channel 3 REVIEW DATE:  April 2003

POSITION SUCMMARY

Accounts Payable Specialists are responsible for the payment(s) of the District’s invoices on a daily basis. This
includes payments for travel, ntilities, petty cash, sporly, community education, etc.

SPHERE AND SCOPE OF INFLUENCE

District-wide influence, Contacts may include other District personnel, students, parents, contractors, vendors,
government agencies or District residents.

ESSENTIAL DUTIES

Prepare inveices in a timely manner for weekly check runs.

Check invoices to make sure no lax or service charges are being paid.

. Check to make sure all appropriale signatures are on Purchase Orders and Order for Payments.

. Check to sec if invoices have a discount to be taken. If so, calculate discount and take in time
allotred

Check account codes to make sure code being used is correct. Also check for “split” codes and
distribute accordingly.

6. Assigh correct “vode” for 1099 vendors.

7. Balance batches on a daily basis. Keep track of totals on a balance sheet. Turn weekly totals into
ASP-A/R Supervisor for balancing of weekly check run

e

5

MARGINAL DUTIES

1. Open mail and distributc on a daily basis.

2. Follow-up with departments/schools regarding the reason why old invoices have not been sent fo
Finance for payment.

3. Check stalements to make sure invoices have been paid,

. Assign vendor numbers to new vendor accounts.

Request special check run for manual checks. This would include invoices with a large discount. &

petmit needed for a school, prom payments, etc.

. Determine whether a check needs to be voided. If so, fill et proper paperwork.

Expedite the paperwork for indemnity bonds o be mailed out for lost or destroyed checks.

File paperwork after cach check run.

. Perform other duties as assigned.

(LAY

o
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SUPERVISORY RESPONSIBILITIES
None
QUALIFICATION REQUIREMENTS

High school education with working knowledge of personal computer and computer sofiware.  Previous
Accounts Payable experience preferred.

PHYSICAL DEMANDS
Standing, Sitting, Walking, Reaching, Grasping, Talking, Hearing, Clarity of Vision.

Lifting and carrying computer printouts up to 30 peunds.
Mobility to move in and around the building.

MENTAL DEMANDS

Ability to communicate clearly both verbally and in writing.
Ability to read, learn and respond to a variety of subjects related 1o the function of district operations.

ENVIRONMENTAL CONDITLONS

Typical office conditions: Protection from weather conditions, but not necessarily from temperature
changes. Worker not cxposed substantially to adverse environmental conditions

Approved By:

Date:
Departmental Director
Date:
Assistant Superintendent Operations
Date:

Human Resources Manager

SOl e
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Confidential Executive Secretary Job Description

JOB TITLE: Confidential Executive Secretary DEPARTMENT-&niMD&partments

REPORTS TO: Superintendent, Assistant Superintendent or Director ofumitlti
departments

SALARY GRADE: PS&C (Grade 15C) FLSA STATUS: NBrRempt

POSITION SUMMARY

This is a senior level secretarial position that supports the administrative needs of the
Superintendent, Assistant Superintendent or an Administrator who manages a Division or a
variety of affiliated departments managed by Director(s) or Managers(s) reporting to the
Supervising Administrator. The position frequently handles confidential matters including sensitive
correspondence and reports from the Superintendent and/or the Board of Education. In addition,
the confidential executive secretary position performs office duties involving word

processing, database, and spreadsheets under the direction of the Division Administrator.

Assist Administrator by preparing communications for specific assignments,

handling confidential correspondence, doing research and preparing reports as requested.

The position provides coordination and support of the Administrators work with human
resources, budgeting, purchasing, project coordination and tracking, policy and

procedural matters, calendar maintenance and filing systems.

SPHERE AND SCOPE OF INFLUENCE

This highestevel district secretarial position is distinguished from other secretarial positions by
the scope of the position which supports a variety of affiliated departments or programs. The
position has district and community wide impact. Working relationships may include other district
personnel, contractors, vendors, government agencies, school personnel or district residents. At
times t his position takes on responsibilities that directly interact with the Superintendent of
Schools and the Board of Education.

ESSENTIAL DUTIES

Directly support the administrative needs for a variety of affiliated departments or programs
I'FyRES O2yFARSYGALFE YIGGSNE 6KSYy YySSRSR

Create and revise (confidential) correspondence, memos, charts, tables, graphs, business plans, visual
presentations, etc.

Maintain and coordinate calendar for Director/Assistant Superintendent

Maintain budget records

Schedule and organize complex activities including preparing/organizing meetings and department activities
Complete periodic and annual reports

Handle public inquiries

Process purchase order requisitions and orders for payment

Manage and maintain files

Process mail and determine level of priority

Update emergency information

Prepare mailings for interoffice & outgoing mail

Update district policy and manuals as directed by management

Liaison to community/schools

Maintain regular attendance

oo Joo o Joo o Joo T Jo o To To o T I To I

MARGINAL DUTIES

A Assist with special events if applicable
A Work within a team on special and nonrecurring and ongoing projects
A Perform other duties as assigned

Page 2

Confidential Executive Secretary

SUPERVISORY RESPONSIBILITIES

No supervisory responsibilities

QUALIFICATION REQUIREMENTS

ToToToTo oo  ToToToToToToTo  ToTo
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Excellent computer skills including proficiency in Word, Excel, Access and PowerPoint with working knowledge of
advanced features of Microsoft Office programs; able to train more junior secretaries

Knowledge in budget preparation, review and analysis

Knowledge of district policy and procedure

Deadline and detail oriented

Strong problem solving skills and a strong orientation to office management

Skill and experience in supporting Human Resource functions

Familiarity with schools, school administrators and support functions

Excellent interpersonal and communications skills to handle sensitive and confidential situations. Position
continually requires demonstrated poise, tact and diplomacy

Strong interest in teamwork approach

Excellent writing, proofreading and editing skills

Experience mentoring other Operations Staff personnel

Able to work well with all levels within the district and with outside agencies as required

Page 3

Confidential Executive Secretary

PHYSICAL DEMANDS

A

Sitting, standing, reaching, grasping; may include long periods of sitting at desk using computer and repetitive
wrist motion; ability to move in and around buildings or to leap over tall buildings whenever needed

MENTAL DEMANDS
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Excellent interpersonal and public relations skills

Ability to work under pressure and to maintain confidentiality

Ability to read, learn, and respond to a variety of subjects related to the function of a variety of departments

Continual attention to detail and close visual acuity in order to perform such activities as composing, typing,
preparing data and figures, viewing computer terminal, reading and inspecting documents

Able to work in a fast paced environment with demonstrated ability to juggle multiple competing tasks and
demands
ENVIRONMENTAL CONDITIONS

Typical office conditions: protection from weather conditions, but not necessarily from temperature changes.
Worker not exposed substantially to adverse environmental ‘conditions.
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Assistant to the Controller Job Description

JOB TITLE: Assistant to the Chief Financial Officer DEPARTMENT: Finance

REPORTS TO: Chief Financial Officer FLSA STATUS: Non-Exempt
SALARY GRADE: REVIEW DATE: January 2011
POSITION SUMMARY

This person will assist the Chief Financial Officer in the daily duties assigned to Chief Financial Officer

SPHERE AND SCOPE OF INFLUENCE
District-wide impact in terms of legal compliance and fiscal responsibility and backup responsibilities.

ESSENTIAL DUTIES

1. Manages the annual budget entry process.

2. Works with Parkway’s property and casualty insurance carrier to ensure all claims are processed
and resolved.

3. Assists in compiling the annual financial report and yearly budget documents.

4. Organizes district contracts to ensure ease of access when needed.

5. Writes, organizes and distributes important meeting agendas tied to the Chief Financial Officer

and keeps notes of these important meetings.
6. Organizes the Chief Financial Officer’s work calendar.
7. Handles soda and snack vending contracts for District,
8. Researches and solves student residency issues.

9. Answers daily phone calls intended for the Chief Financial Officer’s public line.

MARGINAL DUTIES

1. Perform other duties as assigned by the Chief Financial Officer

SUPERVISORY RESPONSIBILITIES
Not applicable
QUALIFICATION REQUIREMENTS

»  Minimum of associate degree with business and accounting emphasis
e Ten to fifteen years’ progressively increasing responsibilities

*  Strong computer and software skills

o Effective communication style and skills

» Focus on servicing customers

Page 2
Assistant to the CFOQ
PHYSICAL DEMANDS

Ability to move freely in and around office/warehouse complex, and throughout the District and beyond
to attend meetings, workshops, and evaluate personnel and vendors

MENTAL DEMANDS

¢ Able to solve complex problems and implement sophisticated solutions while working in
sometimes stressful and very rigid timeline conditions
*  Strong analytical ability
» Possess strong attention to detail with solid decision-making skills; ability to exercise
independent judgment
ENVIRONMENTAL CONDITIONS
Office environment

Approved By:

Date:

Chief Financial Officer

Date:

Human Resources Manager
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Benefits Specialist Job Description

JOB TITLE: Benefits Specialist
DEPARTMENT:  Finance
REPORTS TO: Director of Finance
FLSA STATUS: Non-Exempt
SALARY GRADE: 15C

REVIEW DATE:  August 2010

POSITION SUMMARY

The Benefits Specialist position is responsible for the day to day operations of the health
insurance programs, including, but not limited to, responding to inquires from employees and
retirees regarding coverage, informing insurance carries of changes in employee coverage levels,
enrolling new employees in the various insurance programs, conducting orientation meetings for
new employees and coordinating the annual open enrollment process.

SPHERE AND SCOPE OF INFLUENCE

May have District-wide impact in terms of ensuring that all employees, retires and leave of
absence employees have the appropriate level of health insurance coverage and that those who
are billed direct for their premiums remain current in their payment plan.

ESSENTIAL DUTIES
1. Verify that all eligibility criteria have been satisfied and if necessary, complete

statements of health and enrollment forms prior to submitting paperwork to the
various carriers.

2, Process all new enrollments on a timely basis and enter elections into the payroll
database.
3. Communicate with insurance carriers as to the coverage of employees and other

communication which is necessary.

4, Review eligibility for COBRA, Leaves of Absence, or retirement and forward
documentation of such to appropriate personnel for proper handling.

Page 2
Confidential Benefits Specialist

5. Facilitate the annual open enrollment process including distributing materials to
employees and retirees, participate in open enrollment meetings and process all
changes in coverage in the payroll database.

6. Develop rate sheets for distribution to new employees and for open enrollment
materials.

POSITION QUALIFICATIONS REQUIREMENTS

Minimum of an Associates Degree from college in a related field from an accredited institution.
Three or more years equivalent or related experience. Knowledge of basic office equipment,
accounting and computer skills required.

MACHINES, TOOLS, EQUIPMENT AND WORK AIDS

10 Key calculator by touch, Microsoft Office

PHYSICAL DEMANDS

Lifting and carrying computer printouts up to 30 pounds

PHYSICAL ACTIVITIES

Standing, sitting, lifting, talking and hearing

ENVIRONMENTAL/ATMOSPHERIC CONDITIONS

Typical office conditions: not exposed to environmental conditions

This job description in way no states or implies that these are the only duties performed by the

employee occupying this position. Employees may be required to follow other job-related
instructions to perform other job-related duties as requested subject to all state and federal laws.
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Payroll Accountant Job Description

JOB TITLE: Payroll Accountant DEPARTMENT: Finance
REPORTS TO: Manager of Finance FLSA STATUS: Non-Exempt
SALARY GRADE: 24 REVIEW DATE: August 2003

POSITION SUMMARY

Process payroll for 3000+ employces, balancing and submitting payments tor gamishiments, tax sheltered
annuities, and retirement contributions

SPHERE AND SCOPE OF INFLEENCE
District-wide impact in terms of legal compliance responsibility and payrolliretirement systen accuracy.
FSSENTIAL DUTIES

1. Double-check all add, change, leave/termination data entrics for accuracy.

2. Review culculations and retirement contributions for the Per Diem Retro pay for Subs prier to
making retirement adjustments on payroll and on EMERS.

3. Compute and remit gamishments, child support orders, bankrupicies. tax levies and balance
garnishments to the General Ledger.

4. Enter Blue Sheet adjustments for payroll deduction adjustments and appropriate wage balance
adjustments.

S, Enter deductions for dues {PNEA, PICTA, PRNA, PAESP and TUE)

6. Nolily employces that they have reached thelr maximum Tax-Sheltered Annuity amoumt for the
calendar vear bascd on the Eniployvee Annuity List ERP.O30.

7. Request and processes accounts payable checks for Tax Sheltered Annuities, dues, garnishments,
taxes and all other Voluntary pay deductions including MSTA, MNEA, Constitution life,
United Way, Arts and Lducation and Parkway Education Foundation.

8. Propare stop payment documentation as required, Caleulate all necessary manual cheeks related to
Payroll {payroll and accounts payable checks)

9, Assist Payroll Supervisor with reconeiling payroll liabiliry accounts.

=

Responsible for three retirement systems beginning of the year, monthly transmitals and end of year
reparting.

. Preparz Cmployment Security quarterly reporting,

12. Calculate hiweekly deduction for Dependent Care annually.  Caleulare Dependent Care biweekly as
needed for new hires and enters inte CIMS.

-

_ Field phone calls to help employees understand their paychecks.

14. Maintain regular attendance.

Paystcconniantdac
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Payroll Accountant

15. Cross train and serve as the primary back-up for all of the payrell processors™ responsibilitics.
MARGINAL DUTIES

1. Perform other duties as assigned by the Payroll Supervisor and Finance Manager.
PHYSICAL DEMANDS

Long periods of working at compater, standing, sitting, lifting. listening, and communicating. Also
lifting and carrving computer printouts up ta 20 pounds

ENYIRONMENTAL / ATMOSPHERIC CONDITIONS:

Typical office conditions; not exposed 1o environmental conditions

QUALIFICATION REQUIREMENTS

Associates Degree in Accounting. Minimum S vears of payroil/accounting eaperience preferably in
Governmental or Non-Profit accounting, knowledge of in-house automated payroll systems, Word and
Excel, excellient interpersonal skills, detail and deadline oriented and able to operate a 10 key calculator
by touch,

This job description in no way states or implics that these are the only duties to be performed by the

employee accupying this position. HEmployees may be required to follow other job-related instractions to
perform other job-related duties as requested subject to all state and federal laws

Approved By:

Date:

Chief Financial Officer
Date:

Department Director
Date:

Human Resources Manager

Pavelecauntunt Joc
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Confidential Benefits Specialist Job Descriptior

JOB TITLE: Confidential Benefits Specialist
DEPARTMENT:  Finance

REPORTS TO: Director of Finance

FLSA STATUS: Non-Exempt

SALARY GRADE: 15C

REVIEW DATE:  August 2010

POSITION SUMMARY

The Coniidential Benefits Spectaiist position is responsible for the day to day operations of the
health insurance programs, including, but not hmited to, responding to inquires from employees
and retirees regarding coverage, informing insurance carrics of changes in employee coverage
levels, carolling new craplayees in the various insurance programs, conducting arientation
meetings for new cmployces and coerdinating the annual open enrollment process.

SPHERE AND SCOPE OF INFLUENCE
May have District-wide impact in terms of ensuring that all empleyees, retires and leave of’
absence employees have the appropriate level of heabth insurance coverage and that those who
are billed direct {or their premivms remain current in their payment plan.
ESSENTIAL DUTIES

1. Verify that all eligibility criteria have been satisfied and if necessary, complete

statements ol Lealth and enrollment forms prior o submitting paperwork o the
various carricrs.

[

Process all new corollments on a timely basis and enter elections inte the payroll
database,

3 Communicale with insurance carriers as 1o the coverage of employees and other
communication which is necessary.

4, Review eligibility for COBRA, Leaves of Absence, or retirement and forward
documentation of such lo appropriate personnel for proper handling.
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5. Facititate the annual epen earollment process including distributing materials to
employees and retirees, participate in open enrollment mectings and process all

changes 1n coverage in the payroll database

3 Develop cate sheets for distribution to new employees and for open enrollment
materials

POSITION QUALIFICATIONS REQUIREMENTS

Minimum of an Associates Degree trom college in a relared ficld from an acercdited institution,
Three or more years equivalent or related experience. Knowledge of basic office equipment,
accounting and compuuer skills required.

MACHINES, TOOLS, EQUIPMENT AND WORK AIDS

10 Key caleulutor by touch, Microsoft Office

PHYSICAL DEMANDS

Lifling and carrying compiter printouts up 1o 30 pounds

PHYSICAL ACTIVITIES

Standing, sitting, lifting, talking and hearing

ENVIRONMENTAL/ATMOSPIIERIC CONDITTIONS

Typical office condiions: not exposed to environmental conditions

This job description in way oo states or implies that these arc the only duties performed by the

cemployee occupying this position. Fmployees may be required to follow other job-related
instructions to perform other job-related duties as requested subject to all state and federal faws,
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JOB TITLE: Confidential Specialist DEPARTMENT: Ifuman Resources
REPORTS TO: Supervisor of IR FLSA STATUS: Non-Exempt
Manager of HR
Director of HR

SALARY GRADE: PS&C Grade 14C  NEXT REVIEW DATE: October 2005

POSITION SUMMARY

Confidential Specialists are responsible for providing support to the
DireclorManager/Supervisor ol Human Resources for non-certified positions andfor certitled
positions in one ot mote of the following functional areas of Human Resources Management:
Recruitment, Employee Orientation, Core Data Repurting, or Attendance Tracking.

SPHERE AND SCOPFE OF INFLUENCE

The Confidential Specialists work with cployee conlidential information in a specialty area of
Human Resources to ensure district compliance with state and federal employment law.

ESSENTIAL DUTIES

1. Provide information to applicants about the District and vacant positions by responding to
inquiries via Internet, phone, email. hardcopy, or in persen.

2. Assist in processing ncw hircs by providing candidates with appropriate new hire
paperwork and forms.

3. Assist in obtaining background information on new employees by fingerprinting and
requesting criminal record checks from AAIM and the Division of Family Services.

4. Produce employee [.D. badges

5. Serve as recepticnist or backup receptionist as needed.

6. Open and distribute mail or serve as backup.

7. Answer cmployee and supervisor questions regarding pelicies and procedures

8. Process applications/resumes by screening, duplicating, distributing qualified candidates’
resumes,

9. Conduct New llire Onientation for Substitute Teachers or assist with orfientation (e.g.,
making badges, copies of drivers’ license/social security cards, etc).

10. Compile and maintain personnel records in compliance with federal and state regulations

and District policy.
. Maintain adequate supplics of forms, pamphlets, and related documents required for
orientations including New Hire Packets.

12. May prepare core data report for the Department of Education; work with DESE on

review of data and run reports as needed.

eclalist Job Description
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MARGINAL DUTIES:

1. Verily employment data requested by various outside agencies on current and previousty
employed personnel.

. Place student teachers.

. Place substitute teachers.

Qrder department supplies,

Update employee address and phone number changes in CIMS.

. Enter new hires‘changes/terminations into the CIMS system. work closely with payroll
and prepare Payroll Notices tor employee and job changes.

7. Maintain HR databases such as training database, etc.

8. Perform other duties as assigned and assist in other Human Resource arcas as needed,

=N )

SUPERVISORY RESPONSIBILITIES

No supervisory responsibilities,

QUALIFICATIONS REQUIREMENTS

High School diploma, preter same college. Proficiency in Microsoft Ofice software including:
Word, Excel, and Access. Strong customer service skills and detail oriented. Exccllent
interpersonal skills with the ability to relate to a diverse work force.  Ability to work with

contidential information.

PHYSICAL DEMANDS
Must be able to sit for long periods of time at computer.

MENTAL DEMANDS
Ability to communicate clearly both verbally and in writing.  Ability to read, learn and respond

ta a varicty of subjccts related to this position.

ENVIRONMENTAL CONDITIONS
Office environment, not subject to extreme conditions.

Approved By:

Date:

Director of Human Resources

Date:

Human Resources Manager
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Core Data Specialist Job Description

Job Title: Technology Support Specialist - Core [Jata

Department:  Finance Divisien/Human Resources

Reports To:  Chief Financial Ofticer FLSA Status: Non-Exempt
Salary Grade: PS&C 24 Next Review Date: March 2011

Position Summary:

The Core Data Analyst is responsible for correlating. analyzing, and validating district and
employee data prior to submitting 1o state. federal and outside agencies. The position also
rescarches and resolves inconsistencies that develop; liaison between DESE and Parkway.

Sphere and Scope of Influence:

Cellaborating with the Finance Division and Human Resources department, the Core Data
Analyst also works clesely with Technology 10 achieve the goals of the district, ensuring their
compliance with state and federal siatutes. The duties require high levels of skill and knowledge,
and involve complex and varied functions which receive limited supervisory review. This work
has district-wide impact in achieving stale and federal compliance.

Essential Duties:

Gather and evaluate district duta 10 submit periodic reports according to the Missouri
Department of Blementary and Secondary Education {DESE) ey¢le requirements and
deadlines.
2. Audit and update Parkway educator core, school, and course assignment data for
Technology's annual submitial 10 DESE.
3. Review, produce, and track educator cerlificate renewal, upgrade and extension packets
for DESE compliance.
4. Compile and maintain Parkway academic school calendar data for DTESE.
5. Manage academic calendar updates of Parkway school closures for superintendents.
6. Monitor DESE course content numbers for correlation to Parkway courses, working
closely with Curriculum Coordinators.
7. Identify DIISE course numbers for Independent Studies course proposals with Infinite
Campus Student Support Manager and high school schedulers.
8. Audit and analyzc issues on the DESE Inappropriate Certification List for school year
and summer school programs. Research and resolve data issues where needed.
S, Compile and produce Parkway's educator Professional Development report for DESE.
10. Gather Parkway data for various federal and outside agencics; generate cyclical reports
such as CSD Annual Survey, EFOC Federal Dmployee Count, OCR Employee Count,
and National Compensation Survey.
- Review and verity the qualifications ef Parkway cducators for NCLB’s TOUSSE High
Quality Educator reports.
- Provide employee queries as requested by administration, principals, and curriculum
coordinators per established guidelines.
13. Ensure DESE access on an ongoing basis to authorized users.
14. Manage Special Projects budget with reassignment 1o Finance Division.

I~
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Marginal Duties:

1. Manage and process Visa and Green Card documents; serve as liaison between Parkway,
individual certificated alien employee(s). and district atlorneys.
2. Other duties as assigned.

Supervisory Responsibilities: None

Qualification Requirements:

Very proficient skills in Micrasoft Office (Execl, Word), Parkway alabases (CTMS and other
HR systems, PEERS, PARS, OCG), and information systems (Infinite Campus, DESE MOSIS).
Deadline and detail-oriented; strong problem-solving skills and orientation; excellent analytical
skills with proven track record of analyses and compilation of data; familiarity with school
district; excellent interpersonal and communication skiils; able to work well with all levels
within the organization and with outside agencies; prefor four-year degree.

Physical Demands:
Ability to physically move throughout all district buildings and campus locations. Must be able
1o sit tor long periods of time at computer, stand, reach, lift up to 40 pounds occasionally.

Mental Demanads:

Ability to understand technical {I1) language, to explain and discuss busic analysis in easily
understood concepts or language. Requires exercise of independent judgment and ability to
communicate clearly both orally and in writing. Requires regular updating with changes in local,
state and federal education requirements.

Environmental Conditions:
Office environment, not subject to extreme conditions.

Approved by:

Date:

Director of Human Resources

Date:

Human Resources Manager
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Payroll Specialist Job Description

JOB TITLE: Payroll Specialist

DEPARTMENT:  Finance

REPORTS TO: Supervisor of Payroll FLSA STATUS: Non-Exempt
SALARY GRADE: 14C REVIEW DATE:  May 2004
POSITION SUMMARY

Responsible for oversceing the gross side of payroll, which includes the timely and accurate proeessing of
Payroll Notices. Coding and entering of various types of time submitted into CIMS Time & Attendance.

SPHERE AND SCOPE OF INFLUENCE

Ensure that payrol] notices and W-4 tax forms are entered accurately for cach employee, resulting in
proper Laxation. Review and balance Time & Atiendance, 1o ensure accurate and timely paychecks for all
district employces.

FUNCTIONS OF THE JOB

Essential Functions:

|, Responsible for receiving and date stumping all timesheets and extra pay requests for
pracessing, after which they are entered.

1

Responsible for date stamping Payroll Rotices received from Human Resources and making
said changes in employee payroll records, This includes all now hires; changes: figuring
amual salaries: terminations and final pay calculations.

Responsible for making copies of State W-4"5 and sending thew to the Missouri Department
of Revenug,

W

4. Responsible for creating and forwarding payrall listings to appropriate departments and
ensuring that they are returned in a timely manner. Upon receipt. enter data into CIMS.

5. Responsible for coding limesheets (including sub timesheets) with location, hotirs, and
accounting information, entering imo CIMS.

6. Responsible for caleulating and entering Long Term Sub information, including Per Diem
retro pay, ensuring that employecs are coded to the proper retirement system,

7. Biweekly, run time and atendance audits, and compare, adjust or correct amounts on olals
for cach lucation, Update spreadsheet with balanced totals and give to Supervisor for

comparison to Protorma totals.

8 Revicw Prolorma for contract accuracy and applied docks.

Marginal Functions:

9, Assist Payroll Accountant with emering of charitabie contribution deductions (ot any other
mass deduction set up) as needed.

10, Annually, responsible for copying, from microfilm, employee’s W-2's on an as needed basis.
Other Duties:

11. Field phone calls 1o assist empleyees with questions regarding their paychecks

12. On a timely basis, alphabetize all papcrwork processed and file accordingly.

13. Responsible for completing requests from the Livision of Social Services, which ask for
earnings for a specified period of 1ime and date that an employee was paid.

14. May distribute paychecks in the event of a snow day.

v

. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES

Mot Applicable

Physical Activities

Long periods of sitting and working at computer, slanding, sitting, lifting, listening and communicating,
Physical Demands

Lifting and camrying computer printouts up to 30 pounds.

Envirenmental / Atmospheric Conditions:

Typical office conditions; not exposed to environmental conditions.

Posiiion Qualification Requirements

Knowledge / Experience: At least 2-3 yeurs of payroll processing experience, preferably with a
Government or Non-Profit organization.

Machines, Tools, Equipment and Work Aids: 10 key caleulaior by touch, Microsoft Office

This job description in no way states or implics that these are the only dulies to be performed by the
employee occupying this position. Emplovees may be réquired to follow other job-related instructions or
to perform other job-related duties as requested, subiject to all state and federal laws.

(updated £/2004)
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