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meetings or conferences as directed: enter information on calendars.

Assist in health office; log injury or illness according to established procedures; administer first aid/CPR
and dispense medication as prescribed by a physician as assigned in the absence of other trained staff;
provide general health services including toileting, changing soiled clothing during the absence of other
trained staff as assigned; maintain, and post to as required, health and immunization records and
cumulative (cum) folders; process materials related to students of a sensitive and confidential nature.

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 forms in student cumulative (cum) files; assign students to classrooms; add or drop
students according to established procedures; send and request cumulative files to and from other schools
or Districts.

Respond to initial reports of student behavioral needs in communication with the classroom teacher
and/or the site administrator.

Assist students with Chromebook devices and insurance; troubleshoot software problems and student
accounts with Help Desk; prepare and process Chromebook repair tickets; retrieve and maintain records
of loaner devices.

Assist with the release of students to authorized parents, guardians, or other approved individuals
following child custody laws and information provided, including working with restraining orders.

Compile information and prepare and maintain a variety of records and reports related to assigned
programs and activities; review and verify accuracy and completeness of various documents; establish
and maintain filing systems; verify and process forms and applications as needed.

Prepare letters, lists, memoranda, bulletins, reports, requisitions, flyers, forms, or other materials
independently or from oral or written instruction; compose routine correspondence; proofread completed
typing assignments.

Communicate with personnel, District departments, school sites, parents, and outside agencies in English
or designated second language to exchange information for school-related activities, and resolve issues or
concerns; interpret during parent-teacher conferences between students or parents and staff.

Receive, greet and direct visitors; respond to inquiries and provide a variety of general information to
personnel, students, parents, and the general public related to office, department, or program activities,
policies, and procedures.

Input data into an assigned computer system; maintain automated records; prepare spreadsheets; generate
computerized lists and reports as requested; review input and output data for acc�r
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