
 

Job Title:   STEM Instructional Materials  Wage/Hour Status:   Non-Exempt  

  Manager/Receptionist    

 

Reports To: Principal   Pay Grade:  Paraprofessional Pay Grade 4 

   

Dept. /School: Assigned Campus  Date Revised:  6/15/17 

 

 

Primary Purpose: 

 

Under direct supervision provide reception and clerical assistance for the efficient operation of the 

office. Provide a single point of contact for all campus staff to assist in ordering, checking out, 

monitoring and resolving problems with instructional materials on the STEM campus.                                                                                                                                                                                       

 

Qualifications: 

 

Education/Certification: 

High School diploma or GED 

 

Special Knowledge/Skills: 

Proficient keyboarding skills 

Effective organization, communication, and interpersonal skills 

Ability to follow written instructions 

Understands the use of a device as a tool in the educational setting 

 

Experience: 

One-year clerical experience in office setting 

 

Major Responsibilities and Duties: 

 

Campus Support 

 

1. Receive and direct incoming calls, take reliable messages, and route to appropriate staff. 

2. Greet and direct visitors as needed. 

3. Assist public, staff, and students as needed. 

4. Maintain visitor log and issue visitor passes. 

5. Provide clerical assistance as needed. 



6. Maintain confidentiality. 

7. Sort, distribute, or deliver mail, messages, and other documentation 

8. Assist with safety procedures during emergency situations and drills. 

9. Maintain communication with Wester Middle School main campus. 

10. Ability to use skyward. 

 

Instructional Materials Support 

 

11. Provide or assist in finding technical support for student technology and assist with 

faculty and staff tech support. 

12. Maintain the Fab Labs, including organization, supplies and equipment. 

13. Manages inventory of campus. 

14. Manages the repair process, and replacement of student devices. 

15. Evaluate and recommend technology related repairs and costs to campus administrator. 

16. Process technology-related work orders and manage the priority of work orders. 

17. Maintain work order records. 

18. Manages instructional spaces and Fab Lab reservations. 

19. Coordinates program visits and tours with outside visitors. 

20. Assist with updating STEM Calendar of events. 

21. Assist with the organization of learner showcase events throughout the year. 

22. Assist in annual inventory. 

23. Provide teacher assistance in the ordering of supplies for student projects. 

24. Other duties as assigned. 

 

Supervisory Responsibilities: 

None 

 

Working Conditions: 

 

Mental Demands/Physical Demands/Environmental Factors: 

Work with continuous interruptions.  Maintain emotional control under stress. 

. 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 

and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 

 

 


