
PASO ROBLES JOINT UNIFIED SCHOOL DISTRICT  

POSITION DESCRIPTION   

Position: Substitute Clerical          SALARY: Classified Substitute Salary 
Schedule  

BASIC FUNCTION: Under general supervision performs a wide variety of responsible clerical duties in a school or 

business office setting; may act as receptionist and/or answer telephones and operate switchboards, provide 
answers to simple inquiries and route calls as appropriate; type memos and distribute; operate a variety of office 
equipment; maintain health records and school files; responsible for lunch procedures; adhere to the standards of 
confidentiality and be detail oriented. 
 
ESSENTIAL FUNCTIONS: This position description is not intended to be an exhaustive list of all duties, 

knowledge, or abilities associated with this classification, but is intended to accurately reflect the principal job 
elements. 

* Act as back up to clerk/secretary when needed 
* Perform duties such as: sort, alphabetize and file records and materials according to specific 

instructions; type on the computer or typewriter documents enter and retrieve data from a 
computer; prepare reports with specific instructions 

* Schedule parent/student appointments 
* Answer telephones and/or switchboards; route calls as necessary;  
* Help with school lunch procedures, Collect money and issue receipts;  
* Provide first aid care and dispense approved prescribed medications;  
* Operate standard office equipment including typewriters, computers, Xerox, laminating; 
* Process mail;  
* React clearly, calmly, and professionally through an emergency situation with or in the absence of 

Supervisor. 
* Ability to work independently; perform other duties as needed.  

  
KNOWLEDGE AND SKILLS:  
Knowledge of organization and standard procedures and methods used in the operation of a school and/or  
business office; correct English usage, including vocabulary, grammar, punctuation and spelling; follow oral  
and written directions; have knowledge of office equipment and software, i.e., computers, copy machines,  
calculators, typewriters, laminating equipment; demonstrate the ability to handle telephone operations;   
ability to work cooperatively with staff, students, and volunteers; demonstrate the ability to carry out duties  
using good judgment; demonstrate public and human relations skills.  
 
EXPERIENCE AND EDUCATION  
High School graduation or its equivalent and one year clerical training or responsible experience in a clerical or  
accounting position. Preferably but not limited to the field of education.  
 
LICENSES AND CERTIFICATES:  

∙ Type 45 WPM as certified.   
∙ Must pass the district clerical test.   
∙ Have certification of basic first aid/CPR skills.  
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