Desc. 1400-0340

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Lincoln Jr. High Office Aide/ Study Hall Monitor / L unchroom Bookkeeper
EXEMPT: No

SALARY LEVEL: Per Classified Policy — Classified Clerical & Corporation Aide
LOCATION: Lincoln Jr. High School

REPORTSTO: Principal or Assistant Principal

LENGTH OF WORK: 7:30am.t04:00 p.m.
8 hours/day (3 hrsofficeaide/ 5 hrsbookkegper) — 9 months/ year

JOB GOALS: To providetimefor thebookkeeper and attendance secretary to handlether necessary
duties.

ESSENTIAL FUNCTIONS includethefollowing. Other dutiesmay be assigned.
OFFICE DUTIES
1. Provideassistancein required office typing.
2. Run copy and duplicating machinesasrequired.
3. Provideassistanceasareceptionist asrequired.
4. Handletextbook rental feesand reports.
LUNCHROOM BOOKKEEPER DUTIES
1. Hepdisribute lunch tickets.

2. Preparedaily and monthly accounting report of lunch receipts and deposit receiptsin school
bank account.

3. Handlefundsfrom juice machine.

QUALIFICATION REQUIREMENTS
Toperform thisjaob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or general education degree (GED); or oneto three monthsrelated
experience and/or training; or equivalent combination of education and experience.

LANGUAGE XILLS
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Ability toread and interpret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before groups of school employees, studentsor parents.

MATHEMATICAL KILL:
Ability to add, subtract, multiply, and dividein all units of measure, using whole numbers,
common fractions, and decimals. Ability to computerate, ratio, and per cent and to draw and
interpret bar graphs.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concretevariablesin situations
where only limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or schedule form.

OTHER SKILLSand ABILITIES:
Must be proficient in the use of computersfor various office applications. Ability to type accurately at a
minimum speed of 50 words per minute. Employee should also be able to use the machines, toals,
equipment, and work aidsthat may be representative, but not all inclusive, of those commonly
associated with thistype of work, i.e., adding machine, duplicating machine, copy machine, calculator,
sorting machines, toals, charts, forms, ledgers, schedules, text books. Employee must maintain a positive
relationship with other staff, parents, and students.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of thosethat must be met by an employeeto

successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, theemployeeisregularly required totalk or hear. The
employee frequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with handsand arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
required by thisjob include close vision, distancevision, color vision, peripheral vision, depth
perception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounter swhile performing the essential functions of thisjob. Reasonable accommodations may be
madeto enableindividuals with disabilities to perform the essential functions.

Thenoiselevel in thework environment isusually moder ate.
Theworking environment ismainly indoor s other than routine errands.

TERMSOF EMPLOYMENT:
Ninemonthsper year. Salary and benefitsasper Classified Policy.
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EVALUATION:
An evaluation will be done on the employee's performance after thefirst thirty daysand then on an
annual basis.

Revised 12/8/00
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