













LOCATOR EX 15.1
TITLE:

FRYSC Data Support Clerk
QUALIFICATIONS:

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

Youth Service Center Coordinators/Directors
PRIMARY JOB GOAL:

Through the Family Resource/Youth Services Center (FRYSC); Compile, maintain and enter daily FRYSC data into multiple technology platforms. 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of record-keeping techniques and basic accounting; ability to communicate clearly and concisely, both orally and in writing; ability to provide clearly both written and oral instructions and to perform all required tasks as assigned; ability to develop effective working relationships with the entire school community; ability to prioritize and schedule work assignments and to meet schedules and time lines; ability to perform both day and evening work; ability to maintain current knowledge of program rules, regulations, requirements, and restrictions. 
PERFORMANCE RESPONSIBILITIES:

-Record-keeping techniques.
-Operation of a computer terminal and data techniques
-Abides by all confidentiality regulations.
-Demonstrates positive communication skills, both oral and written.
-Attends trainings necessary to perform job efficiently and to gain knowledge of the FRYSC.
-Performs related duties and assumes other responsibilities as may be assigned by the Family Resource Center Director and the Superintendent.
-Demonstrates the ability to work as team leader to effectively implement the work plan of the FRYSC.
-Keeps accurate and sufficient records of cases for use by the Family Resource Center (FRC) and outside agencies when appropriate.
	PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT

	1. Check the frequency and number of hours a day the worker is required to do the following specific types of activities:

	ACTIVITY
	FREQUENCY
	# OF HOURS A DAY

	
	CONTINUOUS
	INTERMITTENT
	1
	2
	3
	4
	5
	6
	7
	8
	8+

	a. Sitting
	
	
	
	X
	
	
	
	
	
	
	

	b. Walking
	
	
	
	X
	
	
	
	
	
	
	

	c. Standing
	
	
	X
	
	
	
	
	
	
	
	

	d. Bending
	
	
	X
	
	
	
	
	
	
	
	

	e. Squatting
	
	
	X
	
	
	
	
	
	
	
	

	f. Climbing
	
	
	X
	
	
	
	
	
	
	
	

	g. Kneeling
	
	
	X
	
	
	
	
	
	
	
	

	h. Twisting
	
	
	X
	
	
	
	
	
	
	
	

	i. Lifting
	
	
	X
	
	
	
	
	
	
	
	


	LIFTING

___X___ 0-10 lbs.          ______ 11-15 lbs.        _______ 16-30 lbs.        _______ Over 31 lbs.

	2a. HAND MANIPULATION REQUIRED?   _______ Yes (If yes, complete 2a,2b,2c,2d,2e)

                                                                               ____X___ No

	2b. Repetitive hand movements?  ___X____ Yes          ________ No 

	2c. Simple Grasping?
	Right Hand

Yes_____ No_X____
	Left Hand

Yes_____ No_X____

	2d. Power Grasping?
	Right Hand

Yes_____ No__X___
	Left Hand

Yes_____ No__X___

	2e. Pushing Pulling?
	Right Hand

Yes_____ No__X___
	Left Hand

Yes_____ No__X___

	2f. Fine Manipulation:
	Right Hand

Yes_X____ No_____
	Left Hand

Yes__X____ No_____


	3. (a) Does the job require worker to reach or work above the shoulder? ____ Yes  __X___ No  

Frequency? _________

   (b) Reaching at or below shoulder level? _____ Yes  __X___ No 

Frequency? _________

	4. Does the job require use of his/her feet to operate foot controls or repetitive movement?  ____ Yes _____ No

	5. Are there special visual or auditory requirements?  ______ Yes _______ No 

If yes, please describe (i.e. working with computer terminal): 

	WORK ENVIRONMENT:

a. Does the employee work near moving mechanical parts; in high, precarious places; and in outside weather conditions?  ______ Yes _____X___ No

b. Is the employee exposed to fumes or airborne particles? _____ Yes  ____X___ No

If yes, please specify:  


	BLOOD/FLUID EXPOSURE RISK:  (check the right category) 

___X___ Category I: Tasks involve exposure to blood, fluid, or tissue

___X___ Category II: Usual tasks do not involve exposure to blood, body fluid, or tissues but job may require performing unplanned Category I tasks.

___X___ Category III:  Tasks involve no exposure to blood, body fluids, or tissues.  Category I tasks are not a condition of employment.


TERMS OF EMPLOYMENT:

To receive a stipend approved by the board
EVALUATION:

Performance of this job will be evaluated in accordance with the provisions of the Board's policy on Evaluation of Classified Personnel.
Date of Approval:  November 19, 2020
I have read and understand the terms set forth in this job description.

Signature of Employee____________________________________

Date Signed___________________________

