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JOB TITLE:  Clerk, Position Control I   STATUS:  Non-exempt 

 

REPORTS TO:     Specialist/Compensation Position Control DAYS:  240 days  

 

DEPARTMENT:  Human Resource Services  PAY GRADE:    AS203 

 

 

 

PRIMARY PURPOSE: 

To assist in the attainment of district goals by accurate and prompt maintenance of records with 

timely and careful preparation and submission of required reports 

 

QUALIFICATIONS:  

 Education:  

 High school diploma 

 

 Special Knowledge/Skills: 

 Excellent computer skills and professional telephone etiquette 

Computer data entry system experience to include Excel, spreadsheets, tables and databases 

Knowledge of the automated Human Resources system preferred 

Ability to maintain confidentiality 

Excellent organization, communication and interpersonal skills 

Ability to communicate and to maintain effective working relationships with administrators and 

secretaries 

Proficient file maintenance, document control 

 

 Experience: 

Minimum two years of experience in a personnel office and/or payroll office preferred 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Process all auxiliary new hire, change, and termination actions and input position control and 

demographic data into Munis database. 

 

2. Prepare and input auxiliary employee pay information into HR/ payroll database by calculating hourly, 

daily, annual, and gross paycheck amounts. This includes pay calculations and pay adjustments for 

new hires, promotions, demotions, late hires, and terminations.  

 

3. Submit supporting documents to Compensation Specialist to ensure accurate salary quotes on auxiliary 

employees. 

 

4. Distribute various staff reports to district principals and directors on a monthly basis. 

 

5. Assist with reviewing and maintaining position control and salary records in the Munis database. 

 

6. Complete verbal and written employment verifications as requested by outside entities. 

 

7. Provide clerical assistance and complete various tasks and special projects as assigned by HRS 

Specialists. 

 

8. Maintain accurate service records on all auxiliary employees as they enter and exit school district 

employment. 
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9. Work collaboratively with auxiliary departments to troubleshoot Frontline and Munis employment 

issues. 

 

10. Assist with research and clarification of employee information upon request. 

 

11. Assist with Frontline workflow and troubleshoot user problems.  Communicate with technology 

support when necessary. 

 

12. Create and maintain Frontline job masters, user groups, and user information. 

 

13. Create and maintain Frontline online auxiliary vacancies and job postings. 

 

14. Establish and maintain all auxiliary personnel files and communicate necessary information to payroll. 

 

15. Provide daily front desk relief.  Answer questions relating to employment. 

 

16. Accurate and consistent use of Time Clock Plus (TCP) and Frontline. 

 

17. Perform other duties as assigned. 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals 

 Posture: Prolonged sitting. Occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse. Occasional 

reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: May work prolonged or irregular hours 

Mental Demands: Work with frequent interruptions, maintain emotional control under stress 

 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, duties, and skills that may be required.  

 

I have read and understood the responsibilities and duties required for this position as outlined above. 

I understand the duties and can perform all essential job functions listed above. 

 

 

_________________________________________  

Printed Name 

 

 

_________________________________________  

Signature 

 

 

_________________________________________  

Date 

 

  


