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Position Title: Federal Program Compliance Clerk 

Payroll/Personnel Type: 12 Month Position  

Reports to: Associate Superintendent 

 

Position Summary:   

An employee in this position will be required to perform a variety of clerical, secretarial and 

administrative tasks, that demand independent action and judgment with limited supervision; gained 

through experience, training, and education.  The employee will be responsible for receiving, 

prioritizing and executing multiple tasks and must be able to account for the status of each task; this 

may include logging and status review of supervision assigned tasks to fellow employees, to insure 

task completion in a timely manner. The employee’s work will receive limited review by an 

administrative superior for completeness, accuracy and adherence to established policies therefore it 

will be incumbent on the employee to be through in self checking all work. 

 

Essential Functions: 

 High proficiency in the use of all Microsoft Office products, particularly Excel and Word. 

 Ability to efficiently develop and produce reports using Microsoft Products. 

 Maintain large complex filing systems and to prepare reports and answer questions from such 

records. 

 Prepare and process fiscal and Human Resources documents. 

 Interview caller, answer a variety of inquiries personally; explain basic policies and 

procedures; receive and screen telephone calls; schedule appointments for a superior; arrange 

travel reservations and conference; prepare documents need for staff travel, including travel 

advances, with follow through to ensure a final expense report is completed for each trip 

taken. 

 Input purchase requisitions, process goods receipts on the resulting purchase order, validate 

and forward all vendor invoices for goods received to Fiscal Control Office for payment. 

 Receive, prioritize and execute multiple tasks and be able to account for the status of each 

task; this may include logging and status review of supervision assigned tasks to fellow 

employees, to insure task completion in a timely manner 

 Considerable knowledge of office practices and procedures. 

 Familiarity with accounting practices and principles. 

 Proficient keyboarding and PC use skills. 

 Ability to perform other tasks as assigned. 

 

Experience: 

 Three (3) years’ experience in office or other clerical work or any combination of    training 

and experience; with advanced secretarial responsibilities 

 

Education:  

 Graduation from a general or vocational high school including or supplemented by courses 

keyboarding, Microsoft Office products and business practices 

 Preferred: 60 credit hours from an accredited college or university 
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Knowledge, Skills and Abilities: 

 This position requires heavy computer usage, both Personal Computers and District Systems. 

 The employee will be responsible for establishing and maintaining complex filing systems. 

 Documenting the filing system so that the employee, as well as others, will be able to 

efficiently retrieve information from the established files. 

 Excellent verbal and written communication skills. 

 Ability to interpret instructions furnished in written or oral form. 

 Ability to effectively work and interact with others.   

 Ability to handle confidential material. 

 

Physical Requirements:  

 Must be physically able to operate a motor vehicle 

 Sitting, standing, walking, talking, hearing 

 Clarity of vision at 20 inches or less with the ability to bring objects into sharp focus 

 Must be able to exert up to 10 pounds of force occasionally, and/or a negligible amount of 

force constantly to lift, carry, push, and pull or otherwise move objects, including the human 

body 

 Light Work usually requires walking or standing to a signification degree 

 

Working Conditions and Environment: 

 Work is routinely performed in a typical interior/office environment 

 Very limited or no exposure to physical risk 

 

Disclaimer: 
 

 

The information contained in this job description is for compliance with the Americans with 

Disabilities Act (ADA) and is not an exhaustive list of the duties performed for this position. 

Additional duties are performed by the individuals currently holding this position and 

additional duties may be assigned. 

 

Review/Approvals: 
 

 

      

Employee Date  Immediate Supervisor Date 

 

 

   

Human Resources Date 

 

 

In connection with hiring for this position the district shall not discriminate against any employee 

or applicant for employment because of race, religion, color, sex, sexual orientation, age, 

disability, veteran status or national origin.   


