
JOB TITLE:  Data Clerk  WAGE/HR STATUS: Non-exempt 
 
REPORTS TO: Principal  PAY GRADE:  4 
 
DEPT/SCHOOL: HM King High REVISED:   7/21 
 
 
PRIMARY PURPOSE: 
 

The role of the computer clerk is to manage the High School’s data processing 
system for daily operations. 

 
 
QUALIFICATIONS: 
 

High School diploma and a minimum of 60 college hours. 
Ability to operate a computer and office machines. 
Must have five (5) years mainframe computer experience.   
Programming certification. 

 
 
MAJOR RESPONSIBILITIES AND DUTIES:  
 

1. Manages the High School’s data processing system for daily operations. 
 
2. Reports any communication problems with data processing equipment. 

 
3. Consults with Principal on inputting the master schedule. Enters all student 

course requests. 
 
4.  Maintains all student schedule changes. 

 
5. Coordinates PEIMS data in the catalogues to insure proper coding of weighted 

and non-weighted classes. 
 

6. Generates Progress Reports and Report Cards as needed.  Other necessary 
reports during this cycle include verification sheets, mark summary, mark 
verification, mark distribution and the honor roll lists. 

 
7. Assigns course credit and grade averages at the end of each semester. Also 

reinstates credit lost due to attendance. 
 

8. Prepares for printing of transcripts, ranking and grade point averages at the 
end of each semester and graduation. 

 



9. Enters all transcript history for new students.  Enters all dual credit grades 
from the colleges. 

 
10. Enters all Special Programs and discipline.   
 
11. Backup to Registrar. 
 
12. Consults with PEIMS Specialist on PEIMS coding and all PEIMS updates. 

 
13. Perform other duties as assigned by supervisor. 

 
EQUIPMENT USED: 
 
 Personal computer or online computer terminal, printer, calculator, and copier. 
 
 
WORKING CONDITIONS: 
 
 Mental Demands/Physical Demands/Environmental Factors: 

Repetitive hand motions; prolonged use of computer.  Maintain emotional control  
under stress.  Frequent standing, stooping, bending, kneeling, pushing, and 
pulling; regular moderate lifting.  Biological exposure to bacteria and 
communicable diseases. 

 
 
 
The foregoing statements describe the general purpose and responsibilities assigned to 
this job and are not an exhaustive list of all responsibilities and duties that may be 
assigned or skills that may be required. 
 
 

 


