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JOB TITLE: Clerk, Special Programs PEIMS STATUS: Non-Exempt 

REPORTS TO: Director of Special Programs TERMS: 210 Days 

DEPARTMENT: Special Programs PAY GRADE: AS202 

 
PRIMARY PURPOSE: 

Assists in the operation of the special programs office by providing efficient record keeping of special 

education audit files and other clerical services. 
 

QUALIFICATIONS: 

Education: 

High School Diploma or GED 
 

Special Knowledge/Skills: 

Excellent word processing, data entry, and filing 

Effective interpersonal, telephone and written communication skills Effective organizational skills  

Knowledge of special education 
 

Experience: 

Special education experience preferred 

One or more year’s office experience preferred 
 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Maintain audit files for special education students, including data entry, copying, uploading, and 

filing records. 

 

2. Generate computer reports for director, coordinators, and/or PEIMS department. 

 

3. Maintain record of timely submission of PEIMS data from campus staff. 

 

4. Notify campus staff of missing or late special education records or SHARS reporting. 

 

5. Review special education records for accuracy. 

 

6. Input special education data into PEIMS. 

 

7. Coordinate SHARS records and reporting. 

 

8. Interact with PEIMS coordinator/director to correct computer report (PEIMS) for TEA. 

 

9. Gather and disseminate special education records to requesting school districts and agencies 

according to FERPA requirements. 

 

10. Interact positively with district personnel, parents, and the community. 
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11. Assist Special Programs department with miscellaneous copying, filing, typing, and answering 

phones, as needed. 

 

12. Maintain Confidentiality. 

 

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

 

14. Perform all other duties as assigned. 
 

 

MENTAL DEMANDS/PHYSIAL DEMANDS/ENVIRONMENTAL FACTORS: 
 

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

equipment 

Posture: Frequent walking, standing, bending/stooping, and reaching. Occasional 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 forgoing 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  
 


