
ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT VACANCY 


44811 NORTH SIERRA HIGHWAY, LANCASTER, CALIFORNIA 93534
POSITION:  SENIOR ATTENDANCE CLERK
CLASS DEFINITION:

Under supervision of administrative officer, supervises and assists in maintaining attendance records as required according to state, county and local regulations and performs other duties as required.

EXAMPLES OF DUTIES:

Compiles and checks attendance reports; assists in organizing and assigning of subordinate clerks; works closely with administrative officer regarding student’s repeated absences; supervises maintenance of miscellaneous student record; inventories and determines printed supplies for Attendance Department annually; responsible for certain mimeographing of bulletins; checks on student absences and maintains necessary records.

DESIRABLE QUALIFICATIONS:

Experience:

At least one-year experience in attendance accounting and general office work.

Education:

Completion of 12th grade or equivalent.

Knowledge of:
Attendance accounting, office routine, filing modern office machines, telephone techniques,


tact in public relations.

Ability to:

Type, operate adding machine and other office equipment; work effectively and cooperatively with school personnel and understand students; supervise assigned personnel.

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 20 pounds.  Able to 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.

SUPERVISION OVER:
Intermediate Clerk

SUPERVISION FROM:
Administrative Supervisor.

