PE DIVISION CLASSIFIED STAFF
RESPONSIBILITY LIST

	Everyone

	     

	
	TASK
	SUB-TASK/NOTES
	FREQUENCY

	RESPONSIBILITIES
	Vaccum
	·      
	 FORMDROPDOWN 


	
	Dust
	·      
	 FORMDROPDOWN 


	
	Empty Trash Cans
	·      
	 FORMDROPDOWN 


	
	Clean Refrigerator
	·      
	 FORMDROPDOWN 


	
	Office Workorders
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 



	Clerical Specialist

	Angie Alvo

	
	TASK
	SUB-TASK/NOTES
	FREQUENCY

	RESPONSIBILITIES
	Filing for Dean
	· Athletic Special Events
	 FORMDROPDOWN 


	
	Filing for Athletic Secretary
	· Auxiliary Services Requisitions

· District P.O.’s 

· Sport Items

· Transportation Requests

· Facility Requests

· Travel and Housing Requests

· Conference Items

· Tracers from requesting schools

	 FORMDROPDOWN 


	
	Chart ALL Comp Time for Classified Employees
	· Place in binder
	 FORMDROPDOWN 


	
	Purchase supplies for kitchen and hospitality
	· List, shop, etc.
	 FORMDROPDOWN 


	
	Classified Payroll
	·      
	 FORMDROPDOWN 


	
	Primary Phone receptionist
	·      
	 FORMDROPDOWN 


	
	Sorts incoming eligibility forms
	· Seasonal
	 FORMDROPDOWN 


	
	Creates faculty schedule (squares)
	·      
	 FORMDROPDOWN 


	
	
	·      
	 FORMDROPDOWN 


	
	Prepares new notebooks/log sheets/files for each school year
	·      
	 FORMDROPDOWN 


	
	Handles all volunteer forms
	·      
	 FORMDROPDOWN 


	
	Opens and distributes all mail
	· Dean's Mail should remain sealed
	 FORMDROPDOWN 


	
	Distributes mailings, job notices, staff notices and sport schedules to other colleges
	·      
	 FORMDROPDOWN 



	Receptionist/Clerical Assistant

	Rose Smith

	
	TASK
	SUB-TASK/NOTES
	FREQUENCY

	RESPONSIBILITIES
	Hourly Payroll
	· Lifeguards, trainers, Adaptive Aids, Fire Science
	 FORMDROPDOWN 


	
	Employment forms for hourly hires
	· Prepares, processes and files
	 FORMDROPDOWN 


	
	Non-instructional supplies
	· Orders, tracks and files all requisitions for NIS in a separate binder
	 FORMDROPDOWN 


	
	Track and file all purchase orders
	· Work with Jodine
	 FORMDROPDOWN 


	
	Athletic Trainer and Lifeguard Certifications
	·      
	 FORMDROPDOWN 


	
	Community Education-Instructor payroll
	· Input and filing of 50G Community Education payroll
	 FORMDROPDOWN 


	
	Filing for PE Secretary
	· Schedule changes
· Payroll
· Level Transfers

· Petition for exceptional action/variance

	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 



	Receptionist/Clerical Assistant

	Alma Ramos

	
	TASK
	SUB-TASK/NOTES
	FREQUENCY

	RESPONSIBILITIES
	Faculty Evaluations with PE Secretary
	· Part-Time
· Full-Time
· Probationary

	 FORMDROPDOWN 


	
	Student Evaluations with Department Chairs
	· Recording and interpreting information
	 FORMDROPDOWN 


	
	Assist Dean with filing and binders
	·      
	 FORMDROPDOWN 


	
	Other duties as assigned
	·      
	 FORMDROPDOWN 


	
	
	·      
	 FORMDROPDOWN 


	
	
	·      
	 FORMDROPDOWN 


	
	
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 



	Receptionist/Clerical Assistant

	Kay Tan

	
	TASK
	SUB-TASK/NOTES
	FREQUENCY

	RESPONSIBILITIES
	Makes campus deliveries and pick-ups
	·      
	 FORMDROPDOWN 


	
	Maintains Assistant Coaching Contracts
	·      
	 FORMDROPDOWN 


	
	Assists Dean
	· Filing and binders
· Procedure sheet requests and filing
· Faculty Year End Report

	 FORMDROPDOWN 


	
	Assists SID
	· Athletic Year End Report
· 5 Year Report
· Web page

	 FORMDROPDOWN 


	
	Assists PE Secretary
	· Sick leave
· Curriculum ICCIS Back-up

	 FORMDROPDOWN 


	
	Weekly
	· Pink Sheet
	 FORMDROPDOWN 


	
	Other duties as assigned by Director of PE and Assistant AD
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 


	
	     
	·      
	 FORMDROPDOWN 



