
Job Description: Attendance Clerk
Direct Supervisor: Assistant Principal, Student Support
Schedule: School year-based, including 10 days after the last day of school for faculty and 5 days prior to the
arrival of faculty for the new school year. This schedule is flexible to support the movement of days to the end
or the beginning of a school year based on the need to prepare for the closing and/or starting of a school year.

The Attendance Clerk may be the first-point-of-contact for students and guests entering campus. The position
requires excellent interpersonal and communication skills, organizational skills, and the ability to multi-task.
Along with a welcoming telephone and office demeanor, the Attendance Clerk must exhibit sensitivity and
discretion. A good sense of humor and positive attitude are imperative. Knowledge of Google Suite and
Microsoft Office is essential, as well as SIS and LMS systems.

Under the direction of the Assistant Principal, Student Support, the Attendance Clerk responsibly performs a
variety of duties related to attendance accounting and record-keeping including, contacting parents and
guardians to report and verify excused and unexcused absences and operating a computer terminal to enter
and update attendance data.

REPRESENTATIVE DUTIES:

Provide accurate reporting for daily period-by-period or positive attendance of students; post absences in the
SIS from notes and phone logs; process and verify student absence information from teachers and parents;
verify excuses for student's absence from class; issue re-admit slips and off-campus passes.

- Contact parent or guardian to verify student absences.
- Prepare documentation to leave campus, tardy slips, and passes according to established

guidelines.

Communicate with students returning from absences; enter information and codes into computer database and
generate daily attendance and enrollment records as needed; record current day's absences and prepare
absence lists; collect electronic attendance lists from faculty and staff; distribute absence reports to appropriate
administrators.

- Contact teachers if they have not taken attendance based on agreed time frame

Prepare student attendance profiles for administrators, counselors, teachers, specialists, and parents as
requested.

Collect all anticipated absence notes and collect completed forms from students. Refer to assistant principals as
needed.

- Refer absence requests during finals week to appropriate assistant principal

Respond to inquiries from students, teachers, and parents regarding attendance rules and/or absences.
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Issue appropriate level of discipline to students due to truancies and tardies; produce and send attendance
letters for tardiness and excessive absences to parents.

Refer serious attendance problems according to established procedures; assist administration in identifying
students with frequent absenteeism and tardiness.

Reconcile any attendance discrepancies for individual students (i.e. marked present one block and absent in
another block).  Verify location of any “missing” student.

In collaboration with the Assistant Principal, Student Support, generate correspondence to parents/guardians
and students regarding excessive absences and tardies based on predetermined benchmarks.

Generate a variety of reports including those for attendance on a weekly, monthly, quarterly basis.

Provide a variety of clerical support for administrators as required.

Greet visitors and answer phone calls to provide a variety of information and assistance; forward calls and
deliver messages as necessary and appropriate.

Assist with student registration and enrollment activities as assigned; input student information into computer
system; follow up on residency issues, missing forms or information with students and parents; distribute and
file health forms.

Work in partnership with the Front Office Receptionist and others to:
- Provide health assistance to students and log injury or illness according to established

procedures; administer first aid/CPR and dispense medication as prescribed by a physician as
assigned; maintain, and post to as required, health and immunization records and cum folders
or online SIS; process materials related to students of a sensitive and confidential nature

- Prepare accident reports as needed
- Collect authorization to administer medication forms; track and store student medications as

needed
- Verify all freshmen immunizations
- Remain current and informed on new immunization requirements; update administrators as

necessary of changes in requirements.

Prepare emergency/drill attendance lists and be the point person for attendance during an emergency

Screen freshman parents on Megan’s Law website.

Assist other personnel as required (i.e. school secretary, Assistant Principals, teachers, etc.) to support them in
the completion of their work activities.

TYPICAL DUTIES:
- Assist with student attendance related issues, problems, and concerns.
- Initiate contact and maintain ongoing supervision with students having attendance problems and

follow-up with parents/guardians.
- Make daily phone contact with parents/guardians and students who are absent.
- Meet with Assistant Principal, Student Support to identify students having attendance problems.
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- Provide positive reinforcement to students who improve attendance.
- Maintain necessary records and data, prepare and process written materials and documents for the

purpose of disseminating information regarding student attendance.
- Read monthly Aviatrix to remain current of events on campus and attend staff meetings.
- Cover the front desk for all breaks and lunch.
- Perform other related duties as assigned.

Required Qualifications:

Confidentiality: Due to the nature of the position in dealing with sensitive student information, maintaining
confidentiality is imperative.

Knowledge, Ability and Skills:

Bilingual fluency in English and Spanish.

Knowledge of current office procedures; MAC/PC computer proficiency using various software programs
including Word and Excel.  Ability to perform clerical work involving independent judgment and accuracy in
making mathematical computations; understand and follow oral and written directions; complete routine tasks
with little supervision; ability to multi-task, complete assigned projects when given short timelines, prioritize
tasks within the scope of the project deadlines; and to establish and maintain good cooperative working
relations with other employees as well as good public relations.
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