THIS IS A DECISION PAPER

TO:		MEMBERS OF THE HARDIN COUNTY BOARD OF EDUCATION

FROM:	NANNETTE JOHNSTON, SUPERINTENDENT

DATE:  	DECEMBER 20, 2012

SUBJECT:	ESTABLISHMENT OF RECORDS RETENTION CLERK

REQUEST:  
This is a request to establish the position of District Level Records Retention Clerk.  

FACTS:  
	The district has a current liability not having student graduation records saved in an electronic format.  These records need to be scanned electronically to preserve content in the event actual copies were lost or destroyed.  There are approximately 1100 books of 400 pages each on bound records and 150 micro film rolls with approximately 1200 records on each roll.
	We have received a quote to outsource scanning of the 1100 books at a cost of $110,000.  The cost to scan the micro film rolls is $65,500.
	It is more efficient to hire a person to do the scanning of these materials than to outsource the scanning procedures.  Our goal is to complete the scanning process in 1 year.

CLASS TITLE:     Clerk (See below)

PROPOSAL:  This is a proposal to establish a Records Retention Clerk and to hire a person for one year at 7.5 hours a day, 261 days, level 5.
 
RECOMMENDED MOTION:  I move that the Hardin County Schools create one records retention clerk position at 7.5 hours a day, 261 days, level 5.
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LOCAL DISTRICT CLASSIFICATION PLAN

CLASS TITLE: CLERK

BASIC FUNCTION:

Perform a variety of clerical duties involving filing and maintaining records or reports in
support of a school or District function.

REPRESENTATIVE DUTIES:

Operate various office equipment to perform duties, such as a copy machine.

Prepare letters, memoranda, bulletins, reports, schedules, lists, forms or other materials
as assigned.

Perform other clerical duties for the assigned supervisor and other staff members as
directed.

Maintain a variety of logs, records and files related to assigned office.

Distribute various forms and provide information and assistance to students, parents, the
public and staff regarding their completion in an accurate and timely manner.

Answer telephones; take and relay messages; greet students and the public and provide
routine information; direct inquiries to the appropriate person or office; make phone calls
to request, provide or verify information as directed.

Maintain supply and material inventory of assigned area as required; order, receive and
distribute materials, equipment and supplies as directed.

Assure the timely duplication and distribution of a variety of records, reports and other
materials as directed.

Schedule appointments and meetings; maintain various schedules and calendars.

Sort and distribute incoming U.S. and intra-District mail.

Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Modern office practices, procedures and equipment.

Record-keeping techniques.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Telephone techniques and etiquette.

Interpersonal skills using tact, patience and courtesy.

ABILITY TO:

Perform a variety of clerical duties involving filing and maintaining records or reports in
support of a school or District function.

Understand and follow oral and written directions.

Operate office equipment.

Meet schedules and time lines.

Maintain records and prepare reports.

Communicate effectively both orally and in writing.

Work cooperatively with others.
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ABILITY TO - continued:
o Complete work with many interruptions.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated
progress toward obtaining a G.E.D. as required by Kentucky law.
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