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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona 85012
 

Equal Opportunity Employer
 

 
    

POSITION TITLE: Records Retrieval Clerk DIVISION: General Administration

WORK YEAR: 12 Months DEPARTMENT: Research Services

LOCATION: CES SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The Record Retrieval Clerk processes requests for transcripts and maintains the records retrieval system.  Perform job related duties as assigned.
 
ESSENTIAL FUNCTIONS:
 

1.       Retrieves and prepares student transcripts, personnel and payroll records; responds to requests from police departments, FBI agents,
the Department of Corrections, third party verification companies, military branches, attorneys, colleges, universities and other
information and agencies—for transcripts pr verification of information.

2.       Maintains a log of the number of transcripts processed weekly, a file of requests filled for employee permanent records, and a
processing log of records from receipt from school to return to school, or destruction.

3.       Prepares and films permanent records; destroys originals according to State guidelines.

4.       Verifies microfilm before storing original/working copies or destroying documents.

5.       Checks condition of original microfilm has new copies made of brittle microfilm; duplicates microfilm from the original copies.

6.       Maintains records retrieval equipment.

POSITION TITLE:          Records Retrieval Clerk
 
 
 
 
QUALIFICATIONS:
 

1.       High School diploma or GED.

2.       Six months of experience performing clerical and typing duties; experience in operating microfilm equipment is desirable.

3.       Ability to type accurately at a rate required accomplishing duties effectively.

4.       Ability to operate office equipment such as microfilmed, computer terminal or PC, microfilm reader/printer, photocopier, and FAX
machine.

5.       Ability to work within established deadlines and specific time frames.

6.       Ability to communicate with staff, students, parents, and other as required.

 
 
SUPERVISION RECEIVED:
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Administrator or designee as assigned
 
 
 
SUPERVISION GIVEN:
 
None
 
 
 

PREPARED BY: REVIEWED BY: REVIEWED BY: JOB NUMBER: EFFECTIVE 
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