
GREGORY-PORTLAND INDEPENDENT SCHOOL DISTRICT 
JOB DESCRIPTION 

 
 

Job Title:  Campus Office Clerk/Aide Wage/hour status: Nonexempt 
 

Reports to: Principal Clerical/Technical Pay Grade: 2 (197 Days) 
 

Dept./School: Assigned Campus Date Revised: 08/28/2020 
 
 

Primary Purpose: 
 

Under direct supervision provide clerical assistant for the efficient operation of the campus 
office. Organize and manage routine work activities. 

 
Qualifications: 

 
Education/Certification: 
High School diploma 
Associate’s degree, two years of study at an institute of higher learning, or have met formal 
academic assessment required by No Child Left Behind Act. 

Valid Texas educational aide certificate 
 
 

Special Knowledge/Skills: 
Proficient keyboarding skills 
Knowledge of basic computer operations and skills 
Ability to follow verbal and written instructions 
Effective organization, communication, and interpersonal skills 
Ability to use personal computer and software to develop spreadsheets, and databases and 

do word processing 
Ability to operate multi-line phone system 

 
Experience: 
One year clerical experience in office setting 

 
Major Responsibilities and Duties: 

 
Records, Reports, and Correspondence 

 
1. Receive and direct incoming calls, take reliable messages, and route to appropriate staff. 

2. Greet and direct campus visitors. 

3. Assist parents in checking students in and out of school. 

4. Receive, sort, and distribute mail, messages, documents, and other deliveries. 

5. Assist with the receipt and distribution of student materials, including homework 

requests. 

6. Maintain visitor log and issue visitor passes. 



7. Assist with filing and maintain student and office reports, memos, etc. 

8. Enroll new students and assists in requesting and compiling required documents. 

9. Follow verbal and written directions. 

10. Assist with preparation of materials for mailing, including preparing labels, stuffing 

envelopes, etc. 

11. Prepare correspondence, forms, reports, etc., using personal computer. 

12. Assist in inventory and order preparation of office materials. 

13. Keep office machines (fax, copier, printer, laminator, etc.) stocked with supplies and in 

working order. 

Other 

14. Maintain confidentiality of information. 
15.       Has regular in person attendance and complies with notification procedures for absences. 

16. Follow district safety protocols and emergency procedures. 

17. Perform other duties as assigned. 
 
 

Supervisory Responsibilities: 
 

None. 
 

Equipment Used: 
 

Personal computer, multi-phone line system printer, calculator, copier, and fax machine. 
 

Working Conditions: 
 

Mental Demands/Physical Demands/Environmental Factors: 
Work with frequent interruptions, maintain emotional control under stress. Repetitive 
hand motions; prolonged use of computer 

 
 
 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
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