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FLSA STATUS: 
Non-Exempt 
Position Rating:   
366 
CLASS SUMMARY:   
This classification is responsible for providing customer service to customers regarding community 
education programs and operations.   

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
 1. Peforms clerical functions such as preparing correspondence, distributing mail, 

maintaining records and files, preparing reports, and completing related functions. 
Daily 
20% 

 
2. Provides customer service to include answering telephone; welcoming students, staff, 

and community members; and directing individuals to appropriate staff. 
Daily 
20% 

 
3. Manages registration processes, changes, and cancellations and related functions for 

community education programs. 
 

Daily 
15% 

4. Assists in financial processes for community education programs to include deposits, 
credit card reconciliations, returned checks, refunds, and various generated reports 
and filing. 
 

Weekly 
15% 

 

5. Maintains, schedules, and coordinates the facility calendar of events and a list of 
community education classes. 

Weekly 
10% 

 
6. Assists with communication and promotional materials for community education 

programs. 
Weekly 

10% 
 

7. Processes supply orders and other related functions for community education 
programs. 
 

Monthly 
5% 

8. Maintains community education online registration website. Quarterly 
5% 

 
9. Performs other duties of a similar nature or level. As Required 
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TRAINING AND EXPERIENCE (positions in this class typically require): 
 High School Diploma, or G.E.D. and two years of general clerical experience; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above. 
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 None 
 
Knowledge (position requirements at entry): 
 General office procedures; 
 Customer service principles; 
 Applicable laws, rules, and regulations; 
 Computers and applicable software applications; 
 Basic financial principles; 
 Community based organizations and programs. 
 
SKILLS (position requirements at entry): 
 Using a computer and applicable software applications; 
 Providing customer service; 
 Preparing reports and maintaining records; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:   fingering, grasping, talking, hearing, seeing and repetitive 

motions. 
 Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 
 
 


