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JOB TITLE: Clerk, CTE STATUS: Non-exempt 

REPORTS TO: Director of CTE TERMS: 240 days 

DEPARTMENT: Career & Technical Education PAY GRADE: AS202 

PRIMARY PURPOSE: 

To facilitate the efficient operation of the CTE office and provide secretarial services to personnel in the 

CTE department as needed. 

 

QUALIFICATIONS: 
Education: 

 High School diploma or GED 

 Post-Secondary Education Preferred 

 

Special Knowledge/Skills: 

 Proficient skills in word processing, database, spreadsheet (Excel), specifically MS Office  

 Excellent organizational, communication, and interpersonal skills 

 Ability to maintain confidentiality at all times 

 Ability to learn and utilize multiple online data applications  

 Knowledge of or ability to learn processing in District’s financial software, Tyler Munis 

 Ability to establish and maintain effective working relationships with others  

  
Experience: 

 Prior secretarial experience preferably in the public school setting 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Assist in preparation and monitoring of purchase orders for accuracy and completion. 

 

2. Assist in preparation and submittal of CTE payroll documents.  

 

3. Assist in making travel arrangements for all CTE teachers and departmental staff and 

finalize travel expenditure reports.  

 

4. Utilize Book King, Eduphoria, AESOP, and other resources for CTE events. 

 

5. Assist with copying, organizing, filing, faxing, typing, answering phone calls in a 

professional manner, and taking messages proficiently. 

 

6. Coordinate facilities, materials, and equipment needed for workshops, meetings and 

special events; submit maintenance and / or technology work orders as needed.  

 

7. Assist in CTE teacher training relating to office procedures and protocol. 

 

8. Assist with curricular tasks, such as creating notebooks, cutting paper / materials, and 

laminating posters / projects.  

 

9. Assist in compiling information and preparing reports as needed.  

 

10. Maintain record of all Career & Technical Education Organizations (CTSO) activity accounts. 

 

11. Maintain record of payments received for FFA pen fees, barn entry-card fees, and trailer 

rentals. 

 

12. Maintain record of trailer rental requests, copies of driver’s licenses, and proof of insurance. 

 

13. Input all agriculture facility, welding lab, and HVAC lab related work orders. 
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14. Process and maintain record of PLSCE purchase orders, check requests, and student payouts.  

 

15. Process receipt of PLSCE supplies / equipment and distribute to proper facilities / campuses. 

 

16. Maintain record of all CTE professionals’ (administrators, teachers, clerks) drivers licenses 

for use of the CTE Suburban. 

 

17. Document CTE Suburban requests and maintain calendar system for usage. 

 

18. Prepare CTE Suburban relating for travel, including filling up with gas, cleaning interior 

and exterior, and having routine services performed.  

 

19. Receive, sort, and distribute mail and other documents to department staff; copying as 

needed. 

 

20. Organize and maintain CTE storage room. 

 

21. Assist CTE secretary as needed.  

 

22. Maintain confidentiality of information. 

 

23. Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 

 

24. Perform other duties as may be 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; 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 


