ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT 


44811 NORTH SIERRA HIGHWAY, LANCASTER, CALIFORNIA 93534
POSITION:  ASSOCIATED STUDENT BODY  CLERK TYPIST 

CLASS DEFINITION:

Under general supervision, performs a variety of bookkeeping, accounting and clerical work, and related duties as required.

EXAMPLES OF DUTIES:

Orders, receives, inventories and sells student store merchandise (including snacks sold through the store).  Supervises the sales and issuance of ASB cards, stickers, snack items and other fundraising items as needed.  Sales, processing and/or distribution of student ID cards, picture packets, announcements, and activity awards as required by school site.  Assists with financial reconciliation and posting; periodic reports; prepare banking receipts; conducts inventory and maintenance of student store.  Operates standard office machines (filing, typing and copying); makes routine checks and comparisons of reports or records for compliance with specific requirements, including outside audit recommendations as applicable.  Supervises and works with students as may be required; deals courteously and tactfully with students, parents, public and employees; answers telephone; makes appointments and other related duties as required. 

DESIRABLE QUALIFICATIONS:

Experience:

One year of experience in clerical work, bookkeeping or retail sales. 

Education:

Completion of 12th grade or equivalent.

Knowledge of:
Bookkeeping and basic business practices, forms and terminology; modern office methods.

Ability to:

Operate adding and calculating machines and use applicable computer programs with speed and accuracy; do general clerical work; use proper English; use correct spelling and punctuation; understand and follow oral and written instruction; type with reasonable speed and accuracy; operate common office machines; establish and maintain effective working relationships with students and fellow workers; and work independently.

PHYSICAL ABILITY:

Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps and ladders.  Able to lift and carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.  

REQUIRED TO:

Hold and maintain a valid California Motor Vehicle Operator’s License, proper insurance and a driving record satisfactory to the District.  Pass a required physical examination.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

(Continued on reverse side)

SUPERVISION OVER:
Student Aides

SUPERVISION FROM:
Administrative Supervisor

SALARY:


Range 22 

