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Clerical Aide 

  Job Description 
 

Title:   Clerical Aide 

Work Schedule: Monday – Friday 2:30 – 6:30 p.m., special events as needed.   

Level:   Part-Time Hourly (20 hours per week)  

Reports to:  After School Education Program Manager   

 

 
General Summary: 
Provide administrative support to Program Manager and staff. Duties include general clerical, 
receptionist and project based work.  The selected individual will possess a professional 
image through in-person and phone interaction. The selected individual will prepare and 
update correspondence, to promote the good will of the organization.  The Administrative 
Support Clerk will be responsible for signing students into the program and ensure authorized 
individuals sign students out on attendance log prior to leaving.  Responsibilities also include 
monitoring front door incoming and outgoing activity of visitors and parents to ensure safety.  
Sort and distribute mail; program information; update information boards; prepare manuals; 
update attendance sheets schedule and attend meetings, take notes at meetings; complete all 
assigned tasks. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
 Manage front desk; Check in students and ensure parents sign students out, maintain 

attendance binder and prepare daily sign-in sheets 
 Establishes uniform correspondence procedures and style practices. 
 Update information boards and distribute information to staff and parents 
 Interacts positively with all youth, parents and staff to support their individual learning 

and emotional needs. 
 Monitor front entrance hallway, restroom and cafeteria activity 
 Works as part of a team, accepts responsibility and is self-motivated  
 Demonstrates strong work ethics to achieve program goals. 
 Abide by all policies, procedures and notifications outlined in the Employee Handbook 

company memo’s and program standards. 
 Provide administrative support to Program Manager and Teachers 
 Meet all standards as required by the Jacksonville Children’s’ Commission Mentoring 

Tool. 
 Assist in classroom when needed 
 Meet and greet clients, staff and students with pleasant salutation. 
 Assist with cafeteria duties as needed. 
 Conduct facility and playground inspection 



 Support all logistical needs associated with programs events and community activities.  
 Coordinate meetings, document meeting notes and other related duties as assigned. 
 Answer incoming calls refer all inquiries to Program Manager.  
 Create and modify documents using Microsoft Office.  
 Perform general clerical duties to include but not limited to: photocopying, faxing, 

mailing, and filing.  
 Track parent volunteer hours and program attendance. 
 Maintain hard copy and electronic filing system.  
 Coordinate and maintain records for classrooms, radios and office keys.  
 Set up and coordinate meetings and conferences.  
 Support manager and teachers in assigned project based work.  

 
KNOWLEDGE: 
 Knowledge of Microsoft programs Word, Excel, and PowerPoint. Working knowledge of 

all of company’s programs and systems. 
 
SKILLS: 
 Communicates changes and progress.  
 Pursues training and development opportunities. 
 Strives to continuously build knowledge and skills. 
 Shares expertise with others. 
 Responds positively and promptly to client (parent/youth) needs. 
 Responds to requests for service and assistance. 
 Meets commitments. 
 Completes projects on time.  
 Proficient in all Microsoft applications 
 Strong interpersonal and communication skills and the ability to work effectively with a 

wide range of constituencies in a diverse community.  
 Excellent organizational, written and interpersonal skills. 
 Excellent project management and time-management skills with demonstrated initiative. 
 Ability to plan, develop and coordinate multiple projects.  

 
ABILITIES: 
 Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists.  
 Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule 

form. 
 Ability to manage multiple projects 
 Ability to effectively present information and respond to questions from groups of 

managers, clients, customers, and the general public. 
 Identifies and resolves problems in a timely manner. 
 Gathers and analyzes information skillfully. 
 Develops alternative solutions. 
 Works well in group problem solving situations.  
 Ability to work well with little supervision utilizing time management skills.  
 Ability to coordinate multiple projects and meet required deadlines 

 
EDUCATION, EXPERIENCE, and TRAINING:  
 Two to four years related experience and/or training; or equivalent combination of 

education and experience. 2-year administrative experience 
 Proficient in all Microsoft XP applications, including Outlook XP 
 Proficient data entry. 



 Excellent organizational, written, verbal and communication skills. 
 

 
CERTIFICATES, LICENSES, REGISTRATIONS:  
 Must obtain First Aid Certification within ninety days of employment. 
 Must maintain a valid Drivers License 

 
PHYSICAL DEMANDS - The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
 Specific vision abilities required by this job include close vision and the ability to adjust 

focus. 
 While performing the duties of this job, the employee is regularly required to sit; use 

hands to finger, handle, or feel and talk or hear.  
 
WORK ENVIRONMENT: 
 The noise level in the work environment is usually moderate. 
 
Note: Nothing in this job specification restricts management’s right to assign or reassign duties 
and responsibilities to this job at any time. Critical features of this job are described under 
various headings above. They may be subject to change at any time due to reasonable 
accommodation or other reasons.  The above statements are strictly intended to describe the 
general nature and level of the work being performed. They are not intended to be construed 
as a complete list of all responsibilities, duties, and skills required of employees in this 
position. 
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