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UNITED CEREBRAL PALSY ASSOCIATION OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                                                  


DEPARTMENT:   DIAMOND MINDS
POSITION:  DATA ENTRY CLERK_____                ____  


DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities



	1. Screen incoming calls in a professional manner and take accurate messages.  

	2. Greet callers/visitors warmly and friendly. 

	3. Prepare all out-going mail for USPS and other UCP sites.

	4. Make copies, send faxes and complete other clerical duties.  

	5. Ensure all purchase requisitions, check requests, and receipts are completed and routed in a timely manner.

	6. Track receipt of school progress reports/report cards and file. 

	7. Participate in staff meetings/trainings when requested.

	8. Maintain the established universal filing system. Maintain sufficient supply of required/frequently used forms, i.e., deposits, check requests, fax cover sheets.  

	9. Filing:  daily for purchase requisitions and check requests weekly for receipts and student file.

	10. Maintain back-up copies of credit card receipts.  

	11. Ensure all students sign in daily. 

	12. Enter attendance into data tracker daily.  

	13. Ensure the front desk is managed at all times. 

	14. Assist with monthly review of student files. 

	15. Assist Administrative Assistant with collecting and tracking fee payments and with fundraising events.

	16. Track attendance and submit a weekly attendance report. 

	17. Become knowledgeable of bus contact information, route numbers, and school contact personnel.

	18. Update student database as needed, i.e., emergency contacts, addresses, phone #s, etc.

	19. Track completion of assessments, enter into database, and provide lists of students not tested.

	20. Meet with Administrative Assistant and Program Manager each week.

	21. Maintain strict confidentiality of all program and student files.

	22. Provide assistance in kitchen during lunch time (as needed)

	23. Work effectively and professionally with all staff, parents, schools, vendors and students.

	24. Along with administrative assistant, monitor files weekly and follow-up on missing or inaccurate information.

	25. Maintain the cleanliness of the lobby throughout the day.

	26. All other related duties. 
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SPECIFIC DUTIES & RESPONSIBILITIES



Job Title:  DATA ENTRY CLERK                           




Supervisor:  Director                                               




Dept/Div.:  AFTER SCHOOL                                   





Hourly Non-Exempt            

8/27/09 version: Effective 10/1/09 
	Computer Related Duties and Responsibilities ---Self Assessment

The purpose of this section is to act as a reminder of UCP’s policies that will maximize effectiveness and efficiency of employee’s computer and UCP’s network.  Following these guidelines will protect the valuable information in our computers and save time and resources for you and the IT department. Identify items that need to be a Goal(s) and indicate if you need training.

	1) Archive emails over 3 months old or transfers to H drive personal file

	2) Empty deleted email folder weekly

	3) Protect system by not opening unsolicited emails or downloading freeware or listening to or downloading streaming video

	4) Save emails to H drive personal user file in organized manner

	5) Protect confidential and important  information by saving to H drive personal user file and not C drive

	6) Purge files in H drive personal user file and emails periodically to save space

	7) Use scan feature and printing to copy machine if available

	8) Internet use—plan sessions to be as efficient as possible and closes site when leaving the computer

	9) Restrict internet usage to visiting sites that are related to official work and or work related professional interests; doesn’t use internet for personal business, use streaming banners, listen to iTunes, Limewire, or other music and file sharing websites; access Youtube, Face Book or My Space, play games

	10) Close internet sessions immediately after uses of them

	11) Pay attention to all security related messages that pop up

	12) Use Goodsearch.com as preferred home page but other search engines maybe used

	13) Accept updates from Adobe and Microsoft as they prompted

	14) Keep computer equipment clean and protected from damage 

	15) Do not download or install any type of software without prior authorization from the IT Department. This includes desk top screen savers.

	16) If you suspect you have a virus or malware, turn off your computer and notify the IT Department immediately.

	17) Do not share or leave passwords that can be easily found by others and lock work station 

	18) Do not disconnect or move your computer without prior authorization from the IT Department.

	19) Lock workstation (Alt-Control-Delete) when you step away from your computer to prevent unauthorized access

	20) Use standardized email signature format for emails (name, title, corporation name, program name or department (optional)  address, phone number, fax number, confidentiality statement); don’t use personalized backgrounds, pictures, quotes etc.


SPECIFIC DUTIES & RESPONSIBILITIES



Job Title:  DATA ENTRY CLERK
  




Supervisor:  DIRECTOR 


  




Dept/Div.:  AFTER SCHOOL                                    





Hourly Non-Exempt          

QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)

Non-Exempt (hourly)  XX         
PROGRAM SUPPORT CLERK- AFTER SCHOOL    
(POSITION)

1. High school diploma required; AA preferred.  

2. 1 year experience working with grades Pre-K thru HS; experience with disabled preferred.  
3. Must clear DCF and VECHS background screenings

4. Excellent communication skills both verbal and written

5. Minimum of 2 years office/reception experience

6. Computer literate with experience in Excel, Access, Publisher & Word. 

JOB DESCRIPTION COMMITMENT:

A.
I have read and am fully aware of all the responsibilities indicated in this position description, and I acknowledge the fact that I will be held accountable for insuring that all duties are carried out as deemed appropriate.  The job description reflects the general details considered necessary to describe the principal functions of the job.  It should not be construed as a complete description of all the work requirements that may be inherent to the job.

B.
As an employee of United Cerebral Palsy, I understand that I am required to report to work (before, during and after) a period of civil unrest or natural disaster in accordance with the agency emergency procedures.

C.
As an employee of United Cerebral Palsy, I am aware of and committed to a Drug Free Workplace.

D.
As an employee of United Cerebral Palsy, I am aware of the reasonable risk of exposure and of the probability of exposure to bloodborne pathogens relative to my specific job duties.  I have been trained on the use, purpose and location of personal protective equipment (PPE) and may use additional PPE as I wish.

E.
As an employee of United Cerebral Palsy, I understand I am required to comply with all safety and health related policies.

SIGNATURES:  Sign and Date at review meeting.
                                   
                                      
                                        
___________________                        Employee

Date


Supervisor

Date
                                   
                                      
                                        
___________________                        Director


Date


Executive Director 
Date    
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