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​ ​ ​ Human Resources Report for October 2025 School Board Meeting 
​ ​ ​ ​ Highlighting September 2025 Activities 

 
Department:​ ​ ​ ​ Human Resources 

 
HR|Business Services Committee:​ 10.13.2025 

 
​ ​ ​ ​ ​ Regular Board Meeting:​ ​ 10.21.2025 
 
​ ​ ​ ​ ​ Report Prepared By:​ ​ ​ Theresa Severance 
 
 
Manager’s Minutes: 

●​ We have reached Tentative Agreements with both the Director’s Association and the Food Service 
Union and each group plans to vote on their contracts soon and we plan to bring them to the 
Regular Board meeting for approval. 

●​ Human Resources has still not received a Demand to Bargain from either the NCBAA or the 
DDWIAA groups. 

What We’re Working On: 

●​ In November, Benefits and Innovo will hold a meeting for retirees to discuss the UCare Plan 
termination and review alternative healthcare options. 

●​ We have nearly finalized all revisions of Clerical job descriptions. There are several lingering but 
the majority have been revised to be more position specific and applicable to their workload. 

●​ Our Benefits and Payroll teams are preparing and educating themselves on the upcoming changes 
to MN Paid Leave that starts January 2026. 

Upcoming Changes/Improvements to the Department: 
●​ We welcome Steven Johnson to our Department as the new Human Resources Manager. At the 

same time, we must say goodbye to our fearless leader, Theresa Severance, Executive Director of 
Human Resources and Operations, as she heads out on a new career path.  

 
Staffing Report: 

●​ Certified Appointments - 6​ ​ ​ ​ ​ Non-Certified Appointments - 34 
●​ Certified Leaves - 3​​ ​ ​ ​ ​ Non-Certified Leaves - 9 
●​ Certified Resignations - 1​ ​ ​ ​ ​ Non-Certified Resignations - 11 
●​ Certified Retirements - 1​ ​ ​ ​ ​ Non-Certified Retirements - 1 

 
 
Open Positions: 
 

Certified:   
Teachers (8) 

Early Childhood (1) 
Elementary (1) 
High School (2) 

Non-Certified:  
Administrative (3) 
Child Nutrition (5) 
Maintenance (6) 

Master Electrician (1) 



Middle School (1) 
Special Education (2) 
Adult Basic Education (1) 

School Custodian I/II/III (2) 
Second Shift Engineer I (1) 
Second Shift Engineer II (1) 
Substitute Maintenance (1) 

Playground/Cafeteria Monitor (4) 
Transportation (1) 

School Bus Driver II (1) 
Paraprofessionals (14) 

Certified Sign Language Interpreter (1) 
Health Assistant Para LPN - LTS (1) 
Instructional Para (2) 
Language Facilitator - Deaf and Hard of Hearing (1) 
Occupational Therapy Assistant (1) 
SpEd Building Wide Para (3) 
SpEd Program Para (2) 
SpEd Student Specific Setting III Para (3)  

 



ISD 709 Enrollment Report October 2025

2025-2026 Total Total K 1 2 3 4 5 6 7 8 9 10 11 12
School Enroll Gr 1-5

Congdon Park 435 484.00 408.00 76.00 77.00 83.00 80.00 80.00 88.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Homecroft 475 465.00 380.00 85.00 76.00 71.00 74.00 82.00 77.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Lakewood 500 243.00 206.00 37.00 40.00 33.00 41.00 47.00 45.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Lester Park 510 519.00 430.00 89.00 73.00 83.00 99.00 81.00 94.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Lowell 520 303.00 260.00 43.00 56.00 53.00 45.00 57.00 49.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Lowell Sp Immersion 521 182.00 147.00 35.00 39.00 26.00 29.00 25.00 28.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

MacArthur 525 255.00 215.00 40.00 38.00 43.00 44.00 50.00 40.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Myers Wilkins 540 462.00 381.00 81.00 86.00 77.00 68.00 83.00 67.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Piedmont 550 400.00 325.00 75.00 67.00 76.00 61.00 60.00 61.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Stowe 565 233.00 197.00 36.00 34.00 46.00 43.00 38.00 36.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Lincoln Middle  225 698.86 0.00 0.00 0.00 0.00 0.00 0.00 0.00 222.00 240.00 236.86 0.00 0.00 0.00 0.00

Ordean East Middle  335 1130.27 0.00 0.00 0.00 0.00 0.00 0.00 0.00 390.00 354.00 386.27 0.00 0.00 0.00 0.00

AE Online 650 112.16 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.28 5.54 28.93 41.86 35.55

Denfeld 215 1000.41 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 246.57 254.16 244.49 255.19

East 220 1460.81 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 390.89 389.47 345.99 334.46

Merritt Creek Academy 81 83.00 37.00 1.00 5.00 3.00 9.00 8.00 12.00 7.00 7.00 9.00 7.00 10.00 5.00 0.00

ALC 611 81.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9.00 32.50 39.50

Chester Creek Academy 575 30.00 16.00 0.00 1.00 1.00 5.00 6.00 3.00 2.00 3.00 2.00 1.00 2.00 2.00 2.00

Rock Ridge Academy 580 43.00 14.00 3.00 3.00 1.00 5.00 2.00 3.00 2.00 3.00 5.00 6.00 6.00 3.00 1.00

Arrowhead Academy 605 24.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2.00 5.00 9.00 8.00

Bethany Crisis Shelter 615 0.50 0.00 0.25 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.25 0.00

Hospitals  630 20.00 5.00 0.00 0.00 0.00 0.00 4.00 1.00 0.00 4.00 3.00 1.00 4.00 1.00 2.00

The Bridge 950 24.58 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 24.58

Total: 8254.59 3021.00 601.25 595.00 596.00 603.00 623.00 604.00 623.00 611.00 642.41 660.00 708.56 685.09 702.28

467 students
37 Open Enrolled, 18 FT Residents, 412 PT Residents,
Average Enrollment 0.24 less than 2 classes

10/1/2025



2025-2026
Month to Month Enrollment Changes by School

Month to Month EOY Total Total Total Total Total Total Total Total Total Total Current MtoM YTD FROM FROM FROM
2025-2026 24-25 Sept Oct  Nov  Dec Jan Feb Mar Apr May Jun Month Dif Net Current Month-EOY Oct '24 Current Month-Oct '24

Congdon Park 435 474.00 486.00 484.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -2.00 -2.00 10.00 476.00 8.00
Homecroft 475 451.00 464.00 465.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1.00 1.00 14.00 448.00 17.00
Lakewood 500 252.00 240.00 243.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3.00 3.00 -9.00 254.00 -11.00
Lester Park 510 512.00 512.00 519.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 7.00 7.00 7.00 510.00 9.00
Lowell 520 306.00 304.00 303.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -1.00 -1.00 -3.00 312.00 -9.00
Lowell Immersion 521 327.00 182.00 182.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -145.00 329.00 -147.00
MacArthur 525 270.00 260.00 255.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -5.00 -5.00 -15.00 254.00 1.00
Myers Wilkins 540 312.15 454.00 462.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 8.00 8.00 149.85 317.00 145.00
Piedmont 550 387.00 401.00 400.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -1.00 -1.00 13.00 394.00 6.00
Stowe 565 238.00 235.00 233.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -2.00 8.00 -2.00 -5.00 229.00 4.00

Lincoln Middle 225 667.87 719.86 698.86 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -21.00 -21.00 30.99 674.00 24.86
Ordean East Middle 335 1073.61 1142.27 1130.27 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -12.00 -33.00 -12.00 56.66 1085.41 44.86

AE Online 650 166.24 49.67 112.16 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 62.49 62.49 -54.08 123.51 -11.35
Denfeld 215 896.17 1040.60 1000.41 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -40.19 -40.19 104.24 994.41 6.00
East 220 1382.11 1541.90 1460.81 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -81.09 -58.79 -81.09 78.70 1505.05 -44.240.00 0.00 0.00
Merritt Creek Academy 81 84.33 80.00 83.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3.00 3.00 -1.33 74.71 8.29
ALC Seat Based 611 92.72 63.00 81.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 18.00 18.00 -11.72 88.58 -7.58
Chester Creek Academy 575 31.00 28.00 30.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2.00 2.00 -1.00 31.00 -1.00
WHA RRA 580 46.00 38.00 43.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5.00 5.00 -3.00 36.00 7.00
Arrowhead Academy 605 22.33 8.00 24.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 16.00 16.00 1.67 18.00 6.00
Bethany Crisis Shelter 615 0.25 0.00 0.50 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.50 0.50 0.25 0.25 0.25
Hospitals  630 23.00 2.00 20.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 18.00 18.00 -3.00 17.00 3.00
The Bridge 950 16.00 23.58 24.58 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1.00 63.50 1.00 8.58 25.00 -0.42

Total: 8030.78 8274.88 8254.59 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -20.29 -20.29 223.81 8195.92 58.67
Change 244.10 -20.29 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Adult Learners 367.00 525.00 158.00



2025-2026
Month to Month Enrollment Changes by Grade

Month to Month Total Total Total Total Total Total Total Total Total Total Current MtoM YTD Current
2025-2026 Sept Oct  Nov  Dec Jan Feb Mar Apr May Jun Month Dif Net Avg

EC 151.06 211.04 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 59.98 59.98 181.05
PK 21.94 19.96 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -1.98 58.00 -1.98 20.95
KA 132.00 144.25 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 12.25 12.25 138.13
KG 460.00 457.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -3.00 -3.00 458.50
1 593.00 595.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2.00 2.00 594.00
2 595.00 596.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1.00 1.00 595.50
3 609.00 603.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -6.00 -6.00 606.00
4 614.00 623.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9.00 9.00 618.50
5 600.00 604.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 4.00 4.00 602.00
6 631.00 623.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -8.00 11.25 -8.00 627.00

7 618.00 611.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -7.00 -7.00 614.50
8 654.41 642.41 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -12.00 -19.00 -12.00 648.41

9 655.58 660.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 4.42 4.42 657.79
10 701.00 708.56 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 7.56 7.56 704.78
11 684.72 685.09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.37 0.37 684.91
12 727.17 702.28 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -24.89 -12.54 -24.89 714.73

K 12 Total: 8274.88 8254.59 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -20.29 -20.29 -20.29 8264.74

Change -20.29 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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​ ​ ​ Child Nutrition Report for October 2025 School Board Meeting 
​ ​ ​ ​ Highlighting September 2025 Activities 

 
Department:​ ​ ​ ​ Child Nutrition 

 
HR|Business Services Committee:​ 10.13.2025 

 
​ ​ ​ ​ ​ Regular Board Meeting:​ ​ 10.21.2025 
 
​ ​ ​ ​ ​ Report Prepared By:​ ​ ​ Sheila Oak 
 
 
 
What We’re Working On: 

●​ Finished up our first month of Meals, serving an average of 2,300 Breakfasts and 5,100 
Lunches across the district each day. 

 
Applications for Educational Benefits update: 

●​ Current Free Students:  2,705 
●​ Current Reduced students:  574 
●​ 489 Applications processed through the online portal and paper applications mailed to Child 

Nutrition. 
 
Staffing Report: 

●​ In September we interviewed and hired 8 employees 
●​ We have 4 jobs currently open 

 
 
 



 Facilities Report for October 2025 School Board Meeting 
Highlighting September 2025 Activities 

Department:    Facilities 

HR|Business Services Committee: 10.13. 2025 

Regular Board Meeting:​

Report Prepared By:​ ​

​



Manager’s Minutes: 
● Construction on the DNT has begun .

What We’re Working On: 
● DSC:

○ Transportation building Expansion nears completion, New doors set to be installed.
Holm Const, Belknap Electric

○​
● Denfeld High School:

○ Clock tower heating project underway. Benson Electric.
○ Clock timing mechanism calibration.  Lumichron Clock Company LLC.

● East High School:
○ CTE Manufacturing space development for new equipment is in process. DSGW is

assigned; contractor selection for the project are pending.

● Lincoln Park:
○ Auditorium lighting design underway.  Design Tree Engineering.

● Lowell:
○ Installation of new blinds on the windows

● Myers Wilkins:
○ Conditional Use Permit with the City of Duluth for the installation of guardrail.  City of

Duluth

● Lakewood:
○ Removal of the underground fuel tank, Completed.
○ Quotes for new boilers and installation of new propane tanks starting.

● Stowe
● Working on getting new ANSUL system installed in the kitchen.



 
 
Upcoming Changes/Improvements to the Department: 

●​ Building Operations summer cleaning was a success. Over the summer, Facilities Operations 
cleaned approximately 1,753,095 Square feet of building space. All while serving the summer 
building activities. 

Staffing Report: 

●​ Milestones: 
○​ Please join us in extending our deepest congratulations and sincere thanks to Elizabeth 

LeDoux and Daniel Kolden for 40 remarkable years of service, continuous learning, and 
invaluable contributions. Both were successful candidates, along with 25 others out of 
250 applicants, back in 1985.  

■​ On August 27th, Elizabeth LeDoux reached her 40th year of dedicated service with 
Facilities at the Duluth School District. Elizabeth is currently the District 
Carpenter. 

■​ On August 28th,  Daniel Kolden reached his 40th year of dedicated service with 
Facilities at the Duluth School District. Daniel was the Engineer 2 at Rockridge 
and retired on September 2nd.​  

We wish Liz continued success and happiness in her vital role! We also wish Dan 
happiness and health in all of his new endeavors as the retirement wind blows. We are 
incredibly fortunate to have had the expertise and dedication as part of the ISD709 
family. 

Work Orders: As of September 2nd 
●​ Work in Progress 374 
●​ Work orders completed 160 



​ ​ ​ ​ Technology Report for October 2025 School Board Meeting 
​ ​ ​ ​ Highlighting September 2025 Activities 

 
Department:​ ​ ​ ​ Technology 

 
HR|Business Services Committee:​ 10.13.2025 

 
​ ​ ​ ​ ​ Regular Board Meeting:​ ​ 10.21.2025 
 
​ ​ ​ ​ ​ Report Prepared By:​ ​ ​ Greg Krueger 
 
 
Manager’s Minutes: 

●​ Greg met with several tech vendors previously used by the district as we seek to identify the 
most suitable partners for product and service procurement in the months ahead 

●​ Quotes were sought for consulting services to assist with the replacement of core network 
infrastructure scheduled for holiday break this winter 

●​ Weekly meetings have been held with technical staff and Digital Innovation Specialists 
●​ An in-person full department meeting was held in late September 
●​ Greg attended the MASA conference, meeting with a contingent of other tech directors from 

across the state.  Topics discussed included technology staffing structures, AI policy and AI 
training.  ​
 

What We’re Working On: 
●​ Field techs and Digital Innovation Specialists have been assisting with back-to-school 

technology needs throughout our schools 
●​ Network staff are re-designing the placement of equipment in our rented datacenter space.  

Several pieces of unneeded equipment were removed this month.  We’re seeking to reduce 
our footprint of rented space and recurring rent costs.   

●​ Classrooms were identified at several schools to pilot new front-of-classroom display 
technology as we consider options to replace aging projectors and Smartboards.  Products 
began arriving for these rooms; installation processes will begin in October. 

 
Staffing Report: 

●​ Our Network Architect position remains posted, now in its second re-posting, awaiting qualified 
applicants 



 ​ ​ ​ Transportation Report for October 2025 School Board Meeting 
​ ​ ​ ​ Highlighting September 2025 Activities 

 
Department:​ ​ ​ ​ Transportation 

 
HR|Business Services Committee:​ 10.13.2025 

 
​ ​ ​ ​ ​ Regular Board Meeting:​ ​ 10.21.2025 
 
​ ​ ​ ​ ​ Report Prepared By:​ ​ ​ Jeremy Kasapidis 
 
 
Manager’s Minutes: 

●​ After an initial challenging period at the start of the school year, we have successfully 
navigated student routing, parent communications, and bus operations. We are now in a more 
stable phase, focusing on route optimization, driver support, and addressing minor concerns. 

 
What We’re Working On: 

●​ We are actively developing routes for mid-day and special transportation needs that arise 
throughout the year due to changes in student requirements. Additionally, we are providing 
training to site staff for Type 3 vehicle operation, enabling them to become certified van drivers. 

Upcoming Changes/Improvements to the Department: 
●​ We added stop lights to our garage doors that show the drivers if the door is completely open 

or if it’s moving.  This will help drivers when they are backing out of the garage. 
  

Staffing Report: 
●​ We are still looking for a bus driver II, a van driver and a helper currently. 

 
Stats in the Spotlight: 

●​ We currently operate 484 different routes, divided between our district buses and Voyageurs 
 
 
 
 



Resolution # B-25-4123 October 21, 2025

RESOLUTION PROVIDING FOR THE ISSUANCE, SALE AND DELIVERY OF 
$38,664,948.70 GENERAL OBLIGATION CAPITAL APPRECIATION FACILITIES 
MAINTENANCE BONDS, SERIES 2025A; ESTABLISHING THE TERMS AND 
FORM THEREOF; CREATING A CONSTRUCTION FUND AND DEBT SERVICE 
FUND THEREFOR; AND AWARDING THE SALE THEREOF

BE IT RESOLVED, by the School Board (the “Board”) of Independent School District No. 709 
(Duluth), St. Louis County, Minnesota (the “District”), as follows:

Section 1. Bond Purpose and Authorization.

1.01 A. The District, pursuant to authority in Minnesota Statutes Section 123B.595 (the 
“Act”) and Minnesota Statutes, Chapter 475, is authorized to issue general obligation bonds to provide 
funds to finance repair and replacements contained in the District’s ten-year facility plan (the “Plan”) 
adopted under the Act, including for the purpose of providing funds to (i) finance deferred maintenance 
projects, including, but not limited to: 

• Building Envelope
• Electrical
• Mechanical Systems
• Plumbing
• Roof Systems 

as described in the Plan and (ii) pay costs associated with issuance of the Bonds. The Plan and the projects 
described in the Plan (the “Projects”) were approved by the Commissioner of Education on October 3, 
2025. The Plan is incorporated in this resolution as though fully specified herein.

B. The Board has determined to issue its General Obligation Capital Appreciation Facilities 
Maintenance Bonds, Series 2025A (the “Bonds”), in the amount of $38,664,948.70 pursuant to the Act to 
pay for the Projects and costs of issuance of the Bonds, and to pledge the District’s full faith and credit and 
power to levy direct ad valorem taxes to pay the principal of and interest on the Bonds.

1.02 Negotiated Sale. The District elects to apply the exception to the public sale requirement 
contained in Section 475.60, Subdivision 2(9) of the Act, as the District has retained Blue Rose Capital 
Advisors to act as its independent municipal advisor in connection with the sale of the Bonds.

1.03 Parameters Resolution. A resolution adopted by the Board on July 22, 2025, entitled 
“Resolution Regarding the Issuance of General Obligation Capital Appreciation Facilities Maintenance 
Bonds, Series 2025A” (the “Parameters Resolution”), which authorized any officer of the District and the 
Superintendent or Executive Director of Finance & Business Services to serve as a pricing committee to 
approve the sale of the Bonds to Robert W. Baird & Co. Incorporated and execute a bond purchase 
agreement provided that the principal amount does not exceed $38,665,000 and the TIC on the Bonds does 
not exceed 4.75%.

1.04 Notice of Intent. A Notice of Intent to Issue Bonds for the purpose of financing the Projects 
was published in the official newspaper of the District as required by the Act.

1.05 Finding. All conditions precedent to the issuance of the Bonds pursuant to the Act have 
been fulfilled. The School Board hereby determines that it is necessary and desirable to finance the Projects 
and to issue the Bonds therefor.
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1.06 Award of Sale.

A. Pursuant to the exception to the public sale requirement described in Section 1.02 hereof 
and the Parameters Resolution, the District has solicited and received an offer from Robert W. Baird & Co., 
Inc. of Milwaukee, Wisconsin (the “Purchaser”), to purchase the Bonds at a cash price of $40,864,678.50, 
upon the terms and conditions hereafter specified in this Resolution. The Board, after due consideration, 
finds that the conditions of the Parameters Resolution have been satisfied and that such offer is reasonable 
and proper and the offer of the Purchaser is accepted.

B. The actions of the officers of the District, the Superintendent and the Executive Director 
of Finance & Business Services taken with respect to the execution on the part of the District of a bond 
purchase agreement for the sale of the Bonds in accordance with the Purchaser’s proposal and the 
Parameters Resolution, are ratified and approved.

Section 2. Terms of the Bonds.

2.01 Designation; Denominations; Maturities; Interest Rates.

A. The Bonds to be issued hereunder shall be issued as fully-registered bonds designated the 
$38,664,948.70 General Obligation Capital Appreciation Facilities Maintenance Bonds, Series 2025A, 
dated November 5, 2025, as the date of original issue shall mature in the accreted maturity amounts (as 
hereinafter defined), of $5,000 each, or any integral multiple thereof, in fully registered form and lettered 
and numbered R-1 and upward.

B. The Bonds shall be issued as capital appreciation bonds which shall mature on February 1 
in the years and in the accreted amounts at maturity set forth in the following table, which table also sets 
forth, for each maturity, the total original principal amount, accreted amount at maturity (which accreted 
amount at maturity is also referred to herein as the “accreted maturity amount”), the aggregate original 
principal amount and the approximate yield to maturity applicable thereto, as follows:

Maturity Date
(February 1)

Total Accreted 
Amount at Maturity

Total Original 
Principal

Approximate 
Yield to Maturity

2029 $1,895,000.00 $1,644,405.20 2.940%
2030 $1,900,000.00 $1,578,121.00 3.000%
2031 $13,700,000.00 $10,891,500.00 3.090%
2032 $13,700,000.00 $10,424,878.00 3.200%
2033 $13,700,000.00 $9,978,121.00 3.400%
2034 $5,950,000.00 $4,147,923.50 3.520%

TOTAL $50,845,000.00 $38,664,948.70

C. The principal maturities of the Bonds, together with the maturities of all other outstanding 
general obligation bonds of the District, meet the requirements of Minnesota Statutes, Section 475.54.

2.02 Redemption.

A. Optional Redemption. The Bonds shall be subject to redemption and prepayment at the 
option of the District on February 1, 2032, and any day thereafter at a price equal to the accreted amount 
thereof as of the most recent Compounding Date (hereinafter defined) occurring prior to the redemption 
date plus accrued interest on the Bonds to be redeemed from such Compounding Date to the date of 
redemption. Redemption may be in whole or in part of the Bonds subject to prepayment. Bonds or portions 
thereof called for redemption shall be due and payable on the redemption date, and interest thereon shall 
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cease to accrue and compound from and after the redemption date, provide funds are on deposit at such 
time.

B. Partial Redemption. If redemption is in part, the maturities and the accreted amounts (in 
increments of $5,000 of accreted maturity amount) within each maturity to be redeemed shall be determined 
by the District; and if only part of the Bonds having a common maturity date are called for prepayment, the 
specific Bonds to be prepaid shall be chosen by lot by the Bond Registrar hereinafter appointed. To effect 
a partial redemption of Bonds having a common maturity date, the Bond Registrar prior to giving notice of 
redemption shall assign to each Bond having a common maturity date a distinctive number for each $5,000 
of the accreted amount of such Bond. The Bond Registrar shall then select by lot, using such method of 
selection as it shall deem proper in its discretion, from the numbers so assigned to such Bonds, as many 
numbers as, at $5,000 for each number, shall equal the sum of said accreted amounts of such Bonds to be 
redeemed. The Bonds to be redeemed shall be the Bonds to which were assigned numbers so selected; 
provided, however, that only so much of the accreted amount of each such Bond of a denomination of more 
than $5,000 of the accreted maturity amount shall be redeemed as shall equal $5,000 of accreted amount 
for each number assigned to it and so selected. If a Bond is to be redeemed only in part, it shall be 
surrendered to the Bond Registrar and the District shall execute (if necessary) and the Bond Registrar shall 
authenticate and deliver to the Holder of the Bond, without service charge, a new Bond or Bonds having 
the same stated maturity and yield to maturity and of any authorized denomination or denominations, as 
requested by the Holder, in aggregate accreted amount equal to and in exchange for the unredeemed portion 
of the accreted maturity amount of the Bond so surrendered. Notwithstanding the foregoing, so long as the 
Bonds are registered in the name of Cede & Co. as nominee of The Depository Trust Company, Jersey City, 
New Jersey (“DTC”), selection of Bonds for redemption shall be subject to the requirements of the 
Representation Letter hereinafter defined.

C. Notice of Redemption. In the event any of the Bonds are called for redemption, notice 
thereof identifying the Bonds to be redeemed will be given by the Bond Registrar by mailing a copy of the 
redemption notice by first class mail (postage prepaid) at least 30 days, but not more than 60 days prior to 
the date fixed for redemption to the registered owner of each Bond to be redeemed at the address shown on 
the registration books kept by the Bond Registrar; provided however, that so long as the Bonds are 
registered in the name of Cede & Co., notice of redemption shall be given in accordance with the terms of 
the Representation Letter hereinafter described. Failure to give notice by mail to any registered owner, or 
any defect therein, will not affect the validity of any proceeding for the redemption of Bonds not affected 
by such defect or failure.

D. Partial Redemption of Bonds Held by Cede & Co. If less than all the Bonds of a maturity 
are called for redemption while the Bonds are registered in the name of Cede & Co., the District or the 
Bond Registrar designated below will notify DTC of the particular amount of such maturity to be prepaid. 
DTC will determine by lot the amount of each participant’s interest in such maturity to be redeemed and 
each participant will then select by lot the beneficial ownership interest in such maturity to be redeemed. If 
less than all the Bonds of a maturity are called for redemption and the Bonds are not registered in the name 
of Cede & Co., the Bond Registrar will determine the amount of each maturity to be redeemed in the manner 
set forth above.

E. Prepayment Price. All prepayments shall be at a price equal to that set forth in 
Section 2.02A hereof.

2.03 Compounding Dates. The Bonds shall bear interest from the date of settlement at the annual 
yield to maturity stated therefor in Section 2.01. The interest on the Bonds of each maturity shall be 
compounded at the yield to maturity applicable to that maturity, as set out in Section 2.01, commencing on 
February 1, 2026, and semiannually thereafter on each February 1 and August 1 (each referred to herein as 
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a “Compounding Date”). Interest on the Bonds shall be payable, together with the principal thereof, only 
at maturity or upon optional redemption thereof. For purposes of this Resolution and the Bonds, the accreted 
amount of each Bond as of a Compounding Date shall be the original principal amount thereof plus interest 
compounded in accordance with the foregoing provisions and accrued to said Compounding Date. As of 
any other date, it shall be the accreted amount as of the most recent Compounding Date prior to said date 
(or if the principal amount if such date precedes the first Compounding Date), plus simple interest thereon 
at a rate equal to the yield to maturity set forth in Section 2.01 (calculated upon the basis of a 360-day year 
of twelve 30-day months and rounded pursuant to the rules of the Municipal Securities Rulemaking Board) 
accrued from and after said Compounding Date (or the issuance date if the other date precedes the first 
Compounding Date).

2.04 Preparation and Execution of Bonds.

A. The Bonds shall be prepared for execution in accordance with the approved form and shall 
be signed by the manual or facsimile signature of the Chair and attested by the manual or facsimile signature 
of the Clerk. In case any officer whose signature shall appear on the Bonds shall cease to be an officer 
before delivery of the Bonds, such signature shall nevertheless be valid and sufficient for all purposes, as 
if he or she had remained in office until delivery.

B. The Clerk is authorized and directed to obtain a copy of the approving legal opinion of 
Fryberger, Buchanan, Smith & Frederick, P.A., Duluth, Minnesota, and cause the opinion to be attached to 
each Bond. If the legal opinion is not manually signed, the certificate as to legal opinion, in substantially 
the form set forth in Section 3 hereof, shall be executed by the manual signature of the Clerk. The Clerk is 
authorized and directed to execute the certificate in the name of the District upon receipt of the opinion and 
to file the opinion in the District offices.

2.05 Appointment and Duties of Bond Registrar; Record Date.

A. The School Board hereby appoints U.S. Bank Trust Company, National Association, of St. 
Paul, Minnesota, as registrar, authenticating agent, paying agent and transfer agent for the Bonds (such 
bank or its successor is herein referred to as the “Bond Registrar”). No Bond shall be valid or obligatory 
for any purpose unless or until either: (i) the Bond Registrar’s authentication certificate on such Bond, 
substantially set forth in Section 3.01 hereof, shall have been duly executed by an authorized representative 
of the Bond Registrar or (ii) such Bond has been manually executed by at least one officer of the School 
Board. Authentication certificates on different Bonds need not be signed by the same representative. The 
executed Authentication Certificate or the manual signature of at least one officer of the School Board on 
each Bond shall be conclusive evidence that it has been authenticated and delivered under this Resolution.

B. The District shall cause to be kept at the principal corporate office of the Bond Registrar a 
bond register in which, subject to such reasonable regulations as the Bond Registrar may prescribe, the 
District shall provide for the registration of the Bonds and the registration of transfers of the Bonds entitled 
to be registered or transferred as herein provided. In the event of the resignation or removal of the Bond 
Registrar or its incapability of acting as such, the bond registration records shall be maintained at the office 
of the successor Bond Registrar as may be appointed by the School Board.

C. At the option of the registered owners, the Bonds may be exchanged for other Bonds of 
any authorized denomination, of a like aggregate accreted amount at maturity, maturing upon the same 
date, upon surrender of the Bonds to be exchanged at the principal corporate office of the Bond Registrar. 
Whenever any Bonds are so surrendered for exchange, the District shall execute and the Bond Registrar 
shall authenticate, if required by law or this Resolution, and deliver the Bonds which the registered owner 
making the exchange is entitled to receive. Upon surrender for transfer of any Bond at the principal 
corporate office of the Bond Registrar, the District shall execute and the Bond Registrar shall authenticate, 
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if required by law or this Resolution, and deliver, in the names(s) of the designated transferee(s), one or 
more new bonds of a like aggregate principal amount, as requested by the transferor. All Bonds surrendered 
upon the exchange provided for in this Resolution shall be promptly cancelled by the Bond Registrar and 
thereafter disposed of as directed by the School Board. All Bonds issued in exchange for or upon transfer 
of the Bonds shall be valid obligations of the District evidencing the same debt and entitled to the same 
benefits under this Resolution as the Bonds surrendered for such exchange or transfer. Every Bond 
presented for a transfer or exchange shall be duly endorsed or be accompanied by a written instrument of 
transfer, in form satisfactory to the District and the Bond Registrar, duly executed by the registered owner 
thereof or the owner’s attorney duly authorized in writing. The District or the Bond Registrar may require 
payment of a sum sufficient to cover any tax or other governmental charge that may be imposed in 
connection with the transfer or exchange of the Bonds, other than exchange expressly provided in this 
Resolution to be made, without expense or without charge to the registered owner.

D. Each Bond delivered upon transfer of or in exchange for or in lieu of any other Bond shall 
carry all of the rights to interest, accrued and unpaid and to accrue, which are carried by such other Bond. 
Each Bond shall be dated by the Bond Registrar as of the date of its authentication or manual execution, as 
the case may be. The District and the Bond Registrar shall not be required (i) to make any transfer or 
exchange during the 15 days next preceding any payment date on the Bonds (the “Payment Date”), (ii) to 
make any transfer or exchange of any Bonds called for redemption, or (iii) to make any such exchange or 
transfer of the Bonds during the 15 days next preceding the date of the first publication or the mailing (if 
there is no publication) of notice of redemption in the case of a proposed redemption of the Bonds.

2.06 Book-Entry System.

A. In order to make the Bonds eligible for the services provided by DTC, the District has 
previously agreed to the applicable provisions set forth in the Blanket Issuer Letter of Representations 
which has been executed by the District and DTC (the “Representation Letter”).

B. Notwithstanding any provision herein to the contrary, so long as the Bonds shall be in 
Book-Entry Form, the provisions of this Section 2.06 shall govern.

C. All of the Bonds shall be registered in the name of Cede & Co., as nominee for DTC. 
Payment of any Bond registered in the name of Cede & Co. shall be made by wire transfer or New York 
Clearing House or equivalent same day funds by 10:00 a.m. CT or as soon as possible thereafter following 
the Bond Registrar’s receipt of funds from the District on each Payment Date to the account of Cede & Co. 
on each Payment Date at the address indicated in or pursuant to the Representation Letter.

D. DTC (or its nominees) shall be and remain recorded on the Bond Register as the holder of 
all Bonds which are in Book-Entry Form. No transfer of any Bond in Book-Entry Form shall be made, 
except from DTC to another depository (or its nominee) or except to terminate the Book-Entry Form. All 
Bonds of such stated maturity of any Bonds in Book-Entry Form shall be issued and remain in a single 
Bond certificate registered in the name of DTC (or its nominee); provided, however, that upon termination 
of the Book-Entry Form pursuant to the Representation Letter, the District shall, upon delivery of all Bonds 
of such series from DTC, promptly execute, and the Bond Registrar shall thereupon authenticate and 
delivery, Bonds of such series to all persons who were beneficial owners thereof immediately prior to such 
termination; and the Bond Registrar shall register such beneficial owners as holders of the applicable Bonds.

The Bond Registrar shall maintain accurate books and records of the principal balance, if any, of 
each such outstanding Bond in Book-Entry Form, which shall be conclusive for all purposes whatsoever. 
Upon the authentication of any new Bond in Book-Entry Form in exchange for a previous Bond, the Bond 
Registrar shall designate thereon the principal balance remaining on such bond according to the Bond 
Registrar’s books and records.
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No beneficial owner (other than DTC) shall be registered as the holder on the Bond Register for 
any Bond in Book-Entry Form or entitled to receive any bond certificate. The beneficial ownership interest 
in any Bond in Book-Entry Form shall be recorded, evidenced and transferred solely in accordance with 
the Book-Entry System.

Except as expressly provided to the contrary herein, the District and the Bond Registrar may treat 
and deem DTC to be the absolute owner of all Bonds of each series which are in Book-Entry Form (i) for 
the purpose of payment of the accreted amount on such Bond, (ii) for the purpose of giving notices 
hereunder, and (iii) for all other purposes whatsoever.

E. The District and the Bond Registrar shall each give notices to DTC of such matters and at 
such times as are required by the Representation Letter, including the following:

(i) with respect to notices of redemption; and

(ii) with respect to any other notice required or permitted under this Bond Resolution 
to be given to any holder of a Bond.

All notices of any nature required or permitted hereunder to be delivered to a holder of a Bond in 
Book-Entry Form shall be transmitted to beneficial owners of such Bonds at such times and in such manners 
as shall be determined by DTC, the participants and indirect participants in accordance with the Book-Entry 
System and the Representation Letter.

F. All payments of principal, redemption price of and interest on any Bonds in Book-Entry 
Form shall be paid to DTC (or Cede & Co.) in accordance with the Book-Entry System and the 
Representation Letter in same day funds by wire transfer.

G. The Bond Registrar may require payment of a sum sufficient to cover any tax or other 
governmental charge payable in connection with the transfer or exchange of any Bond and any legal or 
unusual costs regarding transfers and lost bonds.

H. Bonds registered in the name of Cede & Co. may not after their original delivery, be 
transferred or exchanged except in accordance with the terms and conditions of the Letter of 
Representations and:

(i) upon exchange of a Bond after a partial redemption, if provided in Section 2.03 of 
this Resolution;

(ii) to any successor of the Depository (or its nominee) or any substitute depository (a 
“Substitute Depository”) designated pursuant to clause (iii) below; provided that any successor of 
the Depository or any Substitute Depository must be both a “clearing corporation” as defined in 
the Minnesota Uniform Commercial Code, Minnesota Statutes, Section 336.8-102, and a qualified 
and registered “clearing agency” as provided in Section 17A of the Securities Exchange Act of 
1934, as amended;

(iii) to a Substitute Depository designated by and acceptable to the District upon (a) the 
determination by the Depository that the Bonds shall no longer be eligible for its depository services 
or (b) a determination by the District that the Depository is no longer able to carry out its functions; 
provided that any Substitute Depository must be qualified to act as such, as provided in subclause 
(ii) above; or
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(iv) in the event that (a) the Depository shall resign or discontinue its services for the 
Bonds or be declared no longer able to carry out its functions and. the District is unable to locate a 
Substitute Depository within two months following the resignation or discontinuance or 
determination of noneligibility, or (b) the District determines in its sole discretion that (1) the 
continuation of the book-entry system described herein might adversely affect the interests of the 
beneficial owners of the Bonds, or (2) it is in the best interests of the beneficial owners of the Bonds 
that they be able to obtain certificated Bonds, then the District shall notify the Holders of its 
determination and of the availability of replacement Bonds to Holders.  The District, the Bond 
Registrar and the Depository shall cooperate in providing Replacement Bonds to Holders 
requesting the same and the registration, transfer and exchange of such Bonds shall thereafter be 
conducted as provided in Section 3 of this Resolution.

I. In the event of the designation of a Substitute Depository as authorized by clause H., the 
Bond Registrar, upon presentation of a Bond, shall register their transfer to the Substitute Depository, and 
the Substitute Depository shall be treated as the Depository for all purposes and functions under this 
Resolution.  The Letter of Representations shall not apply to the Substitute Depository unless the District 
and the Substitute Depository so agree, and the execution of a similar agreement is hereby authorized.

2.07 Lost or Damaged Bonds. If a Bond becomes mutilated or is destroyed, stolen or lost, the 
Bond Registrar will deliver a new Bond of like amount, number, maturity date and tenor in exchange and 
substitution for and upon cancellation of the mutilated Bond or in lieu of and in substitution for any Bond 
destroyed, stolen or lost, upon the payment of the reasonable expenses and charges of the Bond Registrar 
and the District in connection therewith, including the cost of printing new Bonds; and, in the case of a 
Bond destroyed, stolen or lost, upon filing with the Bond Registrar and the District of evidence satisfactory 
to them that the Bond was destroyed, stolen or lost, and of the ownership thereof, and upon furnishing to 
the Bond Registrar and the District of an appropriate bond or indemnity in form, substance and amount 
satisfactory to them and as provided by law, in which both the District and the Bond Registrar must be 
named as obligees. Bonds so surrendered to the Bond Registrar will be canceled by the Bond Registrar and 
evidence of such cancellation must be given to the District. If the mutilated, destroyed, stolen or lost Bond 
has already matured or been called for redemption in accordance with its terms, it is not necessary to issue 
a new Bond prior to payment.

2.08 Payment of Bonds.

A. The District and the Bond Registrar may treat the person in whose name any Bond is 
registered as the owner of such Bond for the purpose of receiving payment of the accreted amount on such 
Bond and for all other purposes whatsoever, whether or not such Bond be overdue, and neither the District 
nor the Bond Registrar shall be affected by notice to the contrary.

B. The accreted amount on the Bonds shall be payable by the Bond Registrar in such funds as 
are legal tender for the payment of debts due the United States of America. The District shall pay the 
reasonable and customary charges of the Bond Registrar for the disbursement of the accreted amount.

2.09 Delivery. Delivery of the Bonds and payment of the purchase price shall be made at a place 
mutually satisfactory to the District and the Purchaser. Printed or typewritten and executed Bonds shall be 
furnished by the District without cost to the Purchaser. The Bonds, when prepared in accordance with this 
Resolution and executed, shall be delivered by or under the direction of the Clerk to the Purchaser upon 
receipt of the purchase price plus accrued interest.

Section 3. Form of the Bonds.

3.01 The Bonds shall be printed or typewritten in substantially the following form:
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UNITED STATES OF AMERICA
STATE OF MINNESOTA
COUNTY OF ST. LOUIS

R-__ $_______

INDEPENDENT SCHOOL DISTRICT NO. 709
(DULUTH)

GENERAL OBLIGATION CAPITAL APPRECIATION FACILITIES 
MAINTENANCE BOND

SERIES 2025A

Maturity Date Date of Original Issue CUSIP
February 1, 20__ November 5, 2025

REGISTERED OWNER: CEDE & CO.

ACCRETED AMOUNT AT MATURITY:  ____________ DOLLARS

Independent School District No. 709, St. Louis County, Minnesota (the “District”), 
for value received, promises to pay to the registered owner specified above, or registered 
assigns, unless called for earlier redemption, in the manner hereinafter set forth, the 
accreted amount at maturity specified above. The accreted amount at maturity set forth 
above is the original principal amount hereof with interest from the date of original issue 
stated above, accreted and payable with principal on the maturity date specified above, at 
a yield to maturity which, compounded on each February 1 and August 1, commencing 
February 1, 2026 (each such date, a “Compounding Date”), results in the accreted amount 
set forth for such date in the table attached hereto, for the specified amount per $5,000 
accreted amount at maturity, subject to the provisions for redemption of this Bond before 
maturity referred to below.

The “accreted amount” of this Bond, per $5,000 of accreted amount at maturity 
(also referred to as “accreted maturity amount”), as of any given February 1 is the original 
principal amount hereof plus interest accrued or compounded to such date, as set forth on 
the table attached hereto for each applicable February 1.

Interest on this Bond will not be paid separately, but will only be paid with 
principal as accreted amount. The accreted amount of this Bond is payable in lawful money 
of the United States of America by check or draft at the main office of U.S. Bank National 
Association in St. Paul, Minnesota, as bond registrar, authenticating agent, paying agent 
and transfer agent (the “Bond Registrar”), or at the office of such successor Bond Registrar 
as may be designated by the School Board. The Bond Registrar shall make all payments 
with respect to this Bond directly to the registered owner hereof shown on the bond 
registration records maintained on behalf of the District by the Bond Registrar at the close 
of business on the 15th day of the month next preceding the maturity date or the redemption 
date (the “Payment Date”) (whether or not a business day) at such owner’s address shown 
on said bond registration records, without, except for payment of principal of the Bond, the 
presentation or surrender of this Bond, and all such payments shall discharge the obligation 
of the District to the extent of the payments so made. Payment of the accreted amount at 
maturity shall be made upon presentation and surrender of this Bond to the Bond Registrar 
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when due. For the prompt and full payment of such principal and interest as they become 
due, the full faith and credit and taxing power of the District are irrevocably pledged.

This Bond is one of a series issued by the District in the aggregate principal amount 
of $38,664,948.70 and a total accreted amount at maturity of $50,845,000.00, all of like 
date and tenor, except as to number, maturity date, denomination, yield and redemption 
privilege, pursuant to the authority contained in Minnesota Statutes Section 123B.59 and  
Minnesota Statutes, Chapter 475, and all other laws thereunto enabling, and pursuant to an 
authorizing Resolution adopted by the governing body of the District on October 21, 2025 
(the “Resolution”), for the purpose of providing funds to finance the elements of the 
facilities plan dated July 22, 2025, including repair and replacements contained in the 
District’s ten-year facility plan (the “Plan”) adopted under the Act, including for the 
purpose of providing funds to (i) finance deferred maintenance projects, including, but not 
limited to :

• Building Envelope 
• Electrical
• Mechanical Systems 
• Plumbing 
• Roof Systems 

as described in the Plan and (ii) pay costs associated with issuance of the Bonds. The Plan 
and the Projects were approved by the Commissioner of Education on October 3, 2025. 
The accreted amounts on this Bond are payable from ad valorem taxes levied upon all 
taxable property in the District as set forth in the Resolution to which reference is made for 
a full statement of rights and powers thereby conferred.

The Bonds of this series are subject to redemption and prepayment at the option of 
the District on February 1, 2032, and on any day thereafter, in whole or in part, and if in 
part at the option of the District and in such manner as the District shall determine and by 
lot as to Bonds maturing in the same year, at a price equal to the accreted amount thereof 
as of the most recent Compounding Date occurring prior to the redemption date plus simple 
interest on the Bonds to be redeemed accrued to the date of redemption. Redemption may 
be in whole or in part of the Bonds subject to prepayment. If redemption is in part, the 
maturities and the accreted amounts (in increments of $5,000 of accreted maturity amount) 
within each maturity to be redeemed shall be determined by the District; and if only part 
of the Bonds having a common maturity date are called for prepayment, the specific Bonds 
to be prepaid shall be chosen by lot by the Bond Registrar. Bonds or portions thereof called 
for redemption shall be due and payable on the redemption date, and interest thereon shall 
cease to accrue and compound from and after the redemption date.

Not more than 60 days and not less than 30 days prior to the date fixed for 
redemption and prepayment of any Bonds, notice of redemption shall be mailed to each 
registered owner of a Bond to be redeemed however, that so long as the Bonds are 
registered in the name of Cede & Co., as nominee for The Depository Trust Company, 
Jersey City, New Jersey (“DTC”), notice of redemption shall be given in accordance with 
the terms of the Blanket Issuer Letter of Representations executed by the District and DTC.

If less than all the Bonds of a maturity are called for redemption while the Bonds 
are registered in the name of Cede & Co., the District or the Bond Registrar designated 
below will notify DTC of the particular amount of such maturity to be prepaid. DTC will 
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determine by lot the amount of each participant’s interest in such maturity to be redeemed 
and each participant will then select by lot the beneficial ownership interest in such 
maturity to be redeemed. If less than all the Bonds of a maturity are called for redemption 
and the Bonds are not registered in the name of Cede & Co., the Bond Registrar will 
determine by lot or other manner deemed fair, the amount of each maturity to be redeemed.

The District has qualified the Bonds for participation in the State of Minnesota 
program to preclude default of school district debt, pursuant to Minnesota Statutes, 
Section 126C.55. If the District is unable to make any portion of the principal or interest 
payment on the Bonds on or before any Payment Date, the State of Minnesota has agreed 
to make such payment in the District’s place.

The Bonds of this series are issued as fully registered bonds without coupons, in 
the denomination of $5,000 or any integral multiple thereof. Subject to the limitations set 
forth in the Resolution, the District will, at the request of the registered owner, issue one 
or more new fully registered Bonds in the name of the registered owner in the aggregate 
accreted maturity amount equal to the unpaid accreted maturity amount of this Bond, and 
of like tenor except as to number and accreted maturity amount. This Bond is transferable 
by the registered owner hereof upon surrender of this Bond for transfer at the principal 
corporate office of the Bond Registrar, duly endorsed or accompanied by a written 
instrument of transfer in form satisfactory to the Bond Registrar and executed by the 
registered owner hereof or the owner’s attorney duly authorized in writing. Thereupon the 
District shall execute and the Bond Registrar shall authenticate, if required by law or the 
Resolution, and deliver, in exchange for this Bond, one or more new fully registered Bonds 
in the name of the transferee, of an authorized denomination, in an aggregate accreted 
maturity amount equal to the accreted maturity amount of this Bond, of the same maturity. 
No service charge shall be made for any transfer or exchange hereinbefore referred to but 
the District may require payment of a sum sufficient to cover any tax or other governmental 
charge payable in connection therewith.

The accreted amounts of the Bonds of this issue, together with the original 
principal amount thereof, per $5,000 of accreted amount at maturity, are set forth in the 
table attached hereto. The accreted amount on any date other than the maturity date set 
forth on the table attached hereto is (i) if the date is a Compounding Date, the accreted 
amount as of the Compounding Date, or (ii) if the date is not a Compounding Date, the 
accreted amount as of the most recent Compounding Date prior to such date (or is the 
original principal amount if the date precedes February 1, 2026) plus simple interest at a 
rate equal to the yield to maturity of the Bond (calculated on the basis of a 360 day year of 
twelve 30 day months) accrued from and after said Compounding Date (or the issuance 
date if the other date precedes February 1, 2026) to such other date.

IT IS CERTIFIED AND RECITED that all acts and conditions required by laws 
and the Constitution of the State of Minnesota to be done and to exist precedent to and in 
the issuance of this Bond, in order to make it a valid and binding general obligation of the 
District in accordance with its terms, have been done and do exist in form, time and manner 
as so required; that all taxable property within the corporate limits of the District is subject 
to the levy of ad valorem taxes to the extent needed to pay the accreted amount at maturity 
hereon when due, without limitation as to rate or amount; and that the issuance of this Bond 
does not cause the indebtedness of the District to exceed any constitutional or statutory 
limitation.
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This Bond shall not be valid or become obligatory for any purpose or be entitled 
to any security or benefit under the Resolution until the Bond Registrar’s Authentication 
Certificate hereon shall have been executed by the Bond Registrar by one of its authorized 
representatives or this Bond has been manually executed by at least one officer of the 
District.

IN WITNESS WHEREOF, Independent School District No. 709, St. Louis 
County, Minnesota, by its governing body, has caused this Bond to be executed in its name 
by the facsimile signature of the Chair and attested by the facsimile signature of the Clerk.

ATTEST:

(form – no signature required) (form – no signature required)
Clerk Chair

Date of Authentication: _________________________

BOND REGISTRAR’S AUTHENTICATION CERTIFICATE

The Bond Registrar confirms that the books reflect the ownership of the Bond 
registered in the name of the owner named above in the principal amount and maturity date 
stated above and this Bond is one of the Bonds of the series issued pursuant to the 
Resolution hereinabove described.

U.S. BANK TRUST COMPANY, NATIONAL ASSOCIATION
St. Paul, Minnesota
Bond Registrar

By_________________________________
    Authorized Representative

REGISTRATION CERTIFICATE

This Bond must be registered as to both principal and interest in the name of the 
owner on the books to be kept by U.S. Bank Trust Company, National Association of St. 
Paul, Minnesota, as Bond Registrar. No transfer of this Bond shall be valid unless made on 
said books by the registered owner or the owner’s attorney thereunto duly authorized and 
similarly noted on the registration books. The ownership of the unpaid principal balance of 
this Bond and the interest accruing thereon is registered on said books in the name of the 
registered owner last noted below.

Date Registered Owner Signature of Bond Registrar

11/__/2025 Cede & Co.
c/o The Depository Trust Company
570 Washington Boulevard
Jersey City, NJ 07310
Federal Taxpayer I.D. No.: 
13-2555119
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TABLE OF ACCRETED AMOUNTS

ASSIGNMENT

FOR VALUE RECEIVED, the undersigned sells, assigns and transfers unto 

(Name and Address of Assignee)

Social Security or Other
Identifying Number of Assignee

the within Bond and all rights thereunder and does hereby irrevocably constitute and 
appoint ______________________________________ attorney to transfer the said Bond 
on the books kept for registration thereof with full power of substitution in the premises.

Dated: 

NOTICE: The signature to this 
assignment must correspond with the 
name of the registered owner as it 
appears upon the face of the within Bond 
in every particular, without alteration or 
enlargement or any change whatsoever.
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Signature Guaranteed:

(Bank, Trust Company, member of
National Securities Exchange)

Unless this Bond is presented by an authorized representative of The Depository 
Trust Company, a New York corporation (“DTC”), to the District or its agent for 
registration of transfer, exchange or payment, and any bond issued is registered in the 
name of Cede & Co. or in such other name as is requested by an authorized representative 
of DTC (and any payment is made to Cede & Co. or to such other entity as is requested by 
an authorized representative of DTC), ANY TRANSFER, PLEDGE OR OTHER USE 
HEREOF FOR VALUE OR OTHERWISE BY OR TO ANY PERSON IS WRONGFUL, 
inasmuch as the registered owner hereof, Cede & Co., has an interest herein.

Section 4. Covenants, Accounts and Representations.

4.01 Construction Fund. On receipt of the purchase price of the Bonds, the District shall credit 
the proceeds from the sale of the Bonds in the amount of $40,799,628.58 to a separate construction fund, 
which is hereby created and designated as the “2025A Bonds Construction Fund” (the “Construction 
Fund”).  Proceeds from the Bonds on deposit in the Construction Fund shall be used from time to time to 
pay the capital costs of the Projects, including but not limited to, costs of construction, planning, 
architectural and engineering costs, as such costs become due.

4.02 Debt Service Fund.

A. A separate debt service fund is hereby created and is designated as the “General Obligation 
School Capital Appreciation Bonds, Series 2025A Debt Service Fund” (the “Debt Service Fund”).

B. There is hereby pledged and appropriated and there shall be credited to the Debt Service 
Fund: (i) the accrued interest in the amount of $0.00; (ii) the rounding in the amount of $0.00; (iii) the ad 
valorem taxes hereinafter levied; and (iv) investment earnings on the monies identified in the foregoing 
clauses (i) through (iii). The proceeds of the Bonds described in clauses (i) and (ii) of the preceding sentence 
shall be used for payment of interest on the Bonds. Upon completion of the Projects, any unspent proceeds 
in the Construction Fund shall be transferred to the Debt Service Fund.

C. The money in the Debt Service Fund shall be used for no purpose other than the payment 
of principal and interest on the Bonds; provided, however, that if any payment of principal or interest shall 
become due when there is not sufficient money in the Debt Service Fund, the Executive Director of Finance 
& Business Services shall pay the same from any other funds of the District and said funds shall be 
reimbursed for such advance out of the proceeds of the taxes hereinafter levied.

4.03 Tax Levy.

A. For the prompt and full payment of the principal and interest on the Bonds when due, the 
full faith and credit and taxing power of the District are hereby irrevocably pledged. There is hereby levied 
a direct, annual, ad valorem tax upon all taxable property within the District which shall be extended upon 
the tax rolls and collected with and as part of the other general property taxes in the District for the years 
and in the amounts set forth on Exhibit A hereto and incorporated herein by reference as though fully 
specified in this Section.
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B. Said levies are such that if collected in full they will produce between five and six percent 
in excess of the amount needed to meet when due the principal and interest payments on the Bonds.

C. Such tax levies shall be irrevocable as long as any of the Bonds issued hereunder are 
outstanding and unpaid; provided, however, that on November 30 of each year, while any Bonds issued 
hereunder remain outstanding, the District may reduce or cancel the above levies to the extent of the amount 
which has been appropriated to and is on deposit in the Debt Service Fund to pay the principal of and 
interest on the Bonds, and may direct the County Auditor to reduce the levy for such year by that amount.

4.04 Investments. Monies on deposit in the Construction Fund and in the Debt Service Fund 
may, at the discretion of the Executive Director of Finance & Business Services be invested in securities 
permitted by Minnesota Statutes, Chapter 118A, that any such investments shall mature at such times and 
in such amounts as will permit for payment of Projects costs and/or payment of the principal and interest 
on the Bonds when due.

4.05 Minnesota School District Credit Enhancement Program.

A. The Board hereby covenants and obligates itself to be bound by the provisions of 
Minnesota Statutes, Section 126C.55. The Board covenants and obligates itself to deposit with the Bond 
Registrar, as paying agent, three business days prior to any payment date an amount sufficient to make the 
payment of accreted maturity amount due or to notify the State of Minnesota Commissioner of Education 
not less than 15 working days prior to such payment date that it is unable to make all or a portion of the 
payment due on such payment date. The District understands that as a result of its covenant to be bound by 
the provisions of Minnesota Statutes, Section 126C.55, the provisions of that section shall be binding as 
long as any Bonds of this issue remain outstanding.

B. The Bond Registrar is authorized and directed to notify the Commissioner of Education if 
it becomes aware of a potential default in the payment of the accreted maturity amount on the Bonds or if, 
on the day two business days prior to the date a payment is due on the Bonds, there are insufficient funds 
to make that payment on deposit with the Bond Registrar.

C. The District further covenants to comply with all procedures now or hereafter established 
by the Department of Management and Budget and the Department of Education of the State of Minnesota 
pursuant to Minnesota Statutes, Section 126C.55 and otherwise to take such actions as necessary to comply 
with that section.

4.06 Costs of Issuance.  The District shall pay the costs of issuance expenses for the issuance of 
the Bonds, as they become due from $65,049.92 of proceeds of the Bonds.

Section 5. Tax Covenants.

5.01 General. The District covenants and agrees with the holders of the Bonds that the District 
will (i) take all action on its part necessary to cause the interest on the Bonds to be exempt from federal 
income taxes including, without limitation, restricting, to the extent necessary, the yield on investments 
made with the proceeds of the Bonds and investment earnings thereon, making required payments to the 
federal government, if any, and maintaining books and records in a specified manner, where appropriate, 
and (ii) refrain from taking any action which would cause interest on the Bonds to be subject to federal 
income taxes, including, without limitation, permitting excessive private use of the Projects and private 
payments therefrom, refraining from spending the proceeds of the Bonds and investment earnings thereon 
on certain specified purposes.
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5.02 Investment Yield Restriction. No portion of the proceeds of the Bonds shall be used directly 
or indirectly to acquire higher yielding investments or to replace funds which were used directly or 
indirectly to acquire higher yielding investments, except (i) for a reasonable temporary period until such 
proceeds are needed for the purpose for which the Bonds were issued, and (ii) in addition to the above, in 
an amount not greater than the lesser of five percent of the proceeds of the Bonds or $100,000. To this 
effect, any proceeds of the Bonds and any sums from time to time held in the Debt Service Fund (or any 
other District account which will be used to pay principal and interest to become due on the Bonds) in 
excess of amounts which under the applicable federal arbitrage regulations may be invested without regard 
as to yield shall not be invested at a yield in excess of the applicable yield restrictions imposed by the 
arbitrage regulations on such investments after taking into account any applicable temporary periods of 
minor portion made available under the federal arbitrage regulations. In addition, the proceeds of the Bonds 
and money in the Debt Service Fund shall not be invested in obligations or deposits issued by, guaranteed 
by or insured by the United States or any agency or instrumentality thereof if and to the extent that such 
investment would cause the Bonds to be federally guaranteed within the meaning of Section 149(b) of the 
Internal Revenue Code of 1986, as amended (the “Code”).

Section 6. Certificates of Proceedings; Miscellaneous.

6.01 Filing of Resolution; County Auditor Certificate. The Clerk is directed to file in the office 
of the County Auditor of St. Louis County a certified copy of this Resolution and such other information 
as the County Auditor may require, and to obtain from the County Auditor a certificate stating that the 
Bonds herein authorized have been duly entered on the Auditor’s register and that the tax required by law 
for the payment of said Bonds has been levied.

6.02 Authentication of Transcript. The officers of the District are authorized and directed to 
prepare and furnish to the Purchaser and to Bond Counsel certified copies of all proceedings and records of 
the District relating to the authorization and issuance of the Bonds and to the financial condition and affairs 
of the District and other affidavits and certificates as may reasonably be requested to show the facts relating 
to the legality and marketability of the Bonds as such facts appear from the official books and records of 
the officers’ custody or otherwise known to them. All of such certified copies, certificates and affidavits, 
including any heretofore furnished, constitute representations of the District as to the correctness of facts 
recited therein and the actions stated therein to have been taken.

6.03 Offering Materials. The Official Statement relating to the Bonds, on file with the Clerk and 
presented to this meeting, is hereby approved and deemed final, and the furnishing thereof to prospective 
purchasers of the Bonds is hereby ratified and confirmed, insofar as the same relates to the Bonds and the 
sale thereof. The Chair and Clerk are hereby authorized and directed to certify that they have examined the 
Official Statement prepared and circulated in connection with the issuance and sale of the Bonds and that 
to the best of their knowledge and belief the Official Statement is a complete and accurate representation 
of the facts and representations made therein as of the date of the Official Statement.

6.04 Absent or Disabled Officers. In the event of the absence or disability of the Chair, Clerk or 
Executive Director of Finance & Business Services such officers or members of the Board as in the opinion 
of the District’s attorney may act in their behalf shall, without further act or authorization, execute and 
deliver the Bonds, and do all things and execute all instruments and documents required to be done or 
executed by such absent or disabled officers.

6.05 Defeasance. When all of the Bonds have been discharged as provided in this Section, all 
pledges, covenants and other rights granted by this Resolution shall cease. The District may discharge its 
obligations with respect to any Bonds which are due on any date by depositing with the Bond Registrar on 
or before that date a sum sufficient for the payment thereof in full, with interest accrued from the due date 
to the date of such deposit. The District may also discharge all Bonds of said issue at any time by irrevocably 
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depositing in escrow with the Bond Registrar, for the purpose of paying all principal and interest due on 
such Bonds to maturity, a sum of cash or securities of the types described in Section 475.67 of the Act, as 
amended, in such aggregate amount, bearing interest at such rates and maturing or callable at the District’s 
option on such dates as shall be required to provide funds sufficient for this purpose.

Section 7. Continuing Disclosure. The Board of the District acknowledges that the Bonds are 
subject to the continuing disclosure requirements of Rule 15c2-12 promulgated by the Securities and 
Exchange Commission under the Securities Exchange Act of 1934 (17 C.F.R. § 240.15c2-12) (the “Rule”). 
The Rule governs the obligations of certain underwriters to require that issuers of municipal bonds enter 
into agreements for the benefit of the Holders to provide continuing disclosure with respect to the Bonds. 
To provide for the public availability of certain information relating to the Bonds and the security therefor 
and to permit underwriters of the Bonds to comply with the Rule, which will enhance the marketability of 
the Bonds, the Chair and the Clerk are hereby authorized and directed to execute a Continuing Disclosure 
Certificate substantially in the form of the Certificate currently on file in the office of the District.

Section 8. Post-Issuance Compliance Policy and Procedures. The School Board has 
previously approved a Post-Issuance Debt Compliance Policy and Post-Issuance Debt Compliance 
Procedures which applies to qualifying obligations to provide for compliance with all applicable federal 
regulations for tax-exempt obligations or tax-advantaged obligations (collectively, the “Policy and 
Procedures”). The School Board hereby approves the Policy and Procedures for the Bonds. The Executive 
Director of Finance & Business Services continues to be designated to be responsible for post-issuance 
compliance in accordance with the Policy and Procedures.

Adopted this 21st day of October, 2025.

Motion made by Member _____________, seconded by Member _____________, to approve Resolution 
#_______________, as presented. Upon a vote taken, the same was approved as follows:

Yeah:

Nay:

___________________________________ _______________________________________
Clerk Chair



EXHIBIT A

TAX LEVY SCHEDULE

Levy Year Collection Year Tax Levy
2027 2028 $1,989,750
2028 2029 $1,995,000
2029 2030 $14,385,000
2030 2031 $14,385,000
2031 2032 $14,385,000
2032 2033 $6,247,500



STATE OF MINNESOTA )
) ss.

COUNTY OF ST. LOUIS )

I, the undersigned, the duly elected, qualified and acting Clerk of the Independent School District 
No. 709 (Duluth), St. Louis County, Minnesota (the “District”), do hereby certify that I am the official 
custodian of the records of the District, and that I have compared the attached copy with the original records 
of the District, and that it is a true and correct transcript taken from the records of a meeting of the School 
Board, held at the City of Duluth in said State, on October 21, 2025.

IN WITNESS WHEREOF, I have hereunto set my hand as Clerk of the District, on October 21, 
2025.

Docs\05953\000094\1EA1390.DOCX



Resolution B-10-25-4127    October 21, 2025

RESOLUTION AUTHORIZING THE ISSUANCE AND SALE OF
FULL TERM CERTIFICATES OF PARTICIPATION,

SERIES 2025B, IN A PRINCIPAL AMOUNT NOT TO EXCEED $9,795,000, TO FINANCE 
A PORTION OF THE PROJECT COSTS FOR A SCHOOL BUILDING LOCATED AT 424 

WEST 1ST STREET IN DULUTH, MINNESOTA

BE IT RESOLVED, by the School Board (the “School Board”) of Independent School 
District No. 709, St. Louis County, Minnesota (the “District”), as follows:

Section 1. Authority.  Under and pursuant to the authority contained in Minnesota 
Statutes, Section 126C.40, Subd. 6, as amended (the “Act”), the District is authorized to purchase 
real or personal property under an installment contract or may lease real or personal property 
with an option to purchase under a lease purchase agreement upon application to, and approval 
by, the Minnesota Commissioner of Education.  The District has approved a Long-Range 
Facilities Plan, as amended (the “Plan”) and the Minnesota Commissioner of Education has 
approved the District entering into an installment contract in a principal amount up to $9,797,388 
under the Act to finance the purchase of real and personal property as set forth in the Plan 
including improvements to a school building located at 424 West 1st Street in Duluth, Minnesota 
(the “2025 Project”).  The District has determined to acquire, construct and equip the project 
approved by the Minnesota Commissioner of Education, pursuant to the Act, through an 
Installment Purchase Contract, dated as of June 1, 2008, as supplemented (the “Installment 
Purchase Contract”), between U.S. Bank National Association (“U.S. Bank”), as vendor, and the 
District.  In order to provide funds for the projects, the District authorized the issuance of a series 
of Full Term Certificates of Participation, pursuant to a Declaration of Trust by and between U.S. 
Bank, as trustee, and the District (the “Declaration of Trust”).  The District has approved a series 
of amendments to the Plan and the Commissioner of Education approved the District financing 
under the Act to provide additional funds for the purchase of real and personal property as set 
forth in the Plan, as amended, including the 2025 Project.  There are a series of the District’s Full 
Term Certificates of Participation presently outstanding under the Act, including (i) $82,605,000 
Full Term Refunding Certificates of Participation, Series 2016A; (ii) $41,715,000 Full Term 
Refunding Certificate of Participation, Series 2019B; (iii) $2,710,000 Full Term Refunding 
Certificate of Participation, Series 2019C, and (iv) $18,385,000 Taxable Full Term Refunding 
Certificate of Participation, Series 2021A (collectively, the “Outstanding Certificates of 
Participation”). Pursuant to such authority, the District entered into a series of Amendments to 
the Installment Purchase Contract, between U.S. Bank, as vendor, and the District, as vendee, 
which amended the Installment Purchase Contract. The District has submitted a request for 
review and comment for the 2025 Project and the Minnesota Commissioner of Education has 
approved the District’s financing of an additional $9,795,000 in principal amount of certificates 
of participation under the Act to provide funds for the purchase of real and personal property for 
the 2025 Project. 

Section 2. The Plan of Finance.  The School Board hereby determines that it is 
necessary, expedient, and in the best educational interest of the District’s pupils and residents 
that the District enter into an Amendment to the Installment Purchase Contract under the Act to 
provide additional funds to purchase the real and personal property for the 2025 Project, and as 
approved by the Minnesota Commissioner of Education.  Full Term Certificates of Participation, 
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Series 2025B, will be issued pursuant to a Supplement to the Declaration of Trust as additional 
certificates of participation under the Declaration of Trust.  The principal amount of the Full 
Term Certificates of Participation, Series 2025B to be issued shall not exceed $9,795,000 
together with premium, if any, and such Full Term Certificates of Participation, Series 2025B 
(the “Certificates of Participation”) shall evidence the proportionate interest of the registered 
owners thereof in the Installment Payments to be made by the District under the Installment 
Purchase Contract, as amended.

Section 3. Sale of 2025B Certificates.

3.01 The School Board has determined to retain an independent municipal advisor to 
provide pricing opinion services in connection with the sale of the Certificates of Participation.  
The School Board desires to proceed with the sale of the Certificates of Participation by direct 
negotiation with Robert W. Baird & Co., Inc. in Milwaukee, Wisconsin (“Baird”), as 
underwriter.

3.02 Any officer of the School Board and the Superintendent or Executive Director of 
Business Services (the “Pricing Committee”), are hereby authorized to approve the sale of the 
Certificates of Participation and to execute a certificate purchase agreement for the purchase of 
the Certificates of Participation with Baird, provided the principal amount of the Certificates of 
Participation does not exceed $9,795,000 and the TIC does not exceed 4.50% on the Certificates 
of Participation.

3.03 Upon approval of the sale of the Certificates of Participation by the Pricing 
Committee, the School Board will take action at a regular or special meeting to adopt the 
necessary approving resolution prepared by the District’s bond counsel.

3.04 Baird is authorized to prepare and distribute an official statement related to the 
sale of the Certificates of Participation.

3.05 If the Pricing Committee has not approved the sale of the Certificates of 
Participation to Baird and executed the related certificate purchase agreement by December 31, 
2025, this resolution shall expire.

Section 4. Repayment of Obligations.  The form, specifications and provisions for 
payment of the Amendment to the Installment Purchase Contract and the Certificates of 
Participation and the form of the Supplement to the Declaration of Trust shall be set forth in a 
subsequent resolution of the School Board.

Section 5. Minnesota School District Credit Enhancement Program.

5.01 The District hereby covenants and obligates itself to notify the Commissioner of 
Education of a potential default in the payment of principal and interest on the Certificates of 
Participation and to use the provisions of Minnesota Statutes, Section 126C.55 to guarantee 
payment of the principal and interest on the Certificates of Participation when due. The District 
further covenants to deposit with the bond registrar and paying agent for the Certificates of 
Participation to be designated in the Resolution or any successor paying agent (the “Bond 
Registrar”) three days prior to the date on which a payment is due an amount sufficient to make 
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that payment or to notify the Commissioner of Education that it will be unable to make all or a 
portion of that payment. The Bond Registrar for the Certificates of Participation is authorized 
and directed to notify the Commissioner of Education if it becomes aware of a potential default 
in the payment of principal or interest on the Certificates of Participation or if, on the day two 
business days prior to the date a payment is due on the Certificates of Participation, there are 
insufficient funds to make that payment on deposit with the Bond Registrar. The District 
understands that as a result of its covenant to be bound by the provisions of Minnesota Statutes, 
Section 126C.55, the provisions of that section shall be binding as long as any Certificates of 
Participation of this issue remain outstanding.

5.02 The District further covenants to comply with all procedures now or hereafter 
established pursuant to Minnesota Statutes, Section 126C.55, Subdivision 2(c) by the Minnesota 
Department of Management and Budget and the Minnesota Department of Education and 
otherwise to take such actions as necessary to comply with that section. The Chair, Clerk, 
Superintendent or Executive Director of Business Services is authorized to execute any 
applicable Minnesota Department of Education forms.

Section 6. Declaration of Official Intent. This resolution constitutes a declaration of 
official intent under Treasury Regulations Section 1.150-2. The District reasonably expects to 
construct all or a portion of the Project prior to the issuance of the Certificates of Participation 
and to reimburse expenditures incurred with respect to such Project with the proceeds of the 
Certificates of Participation.

Adopted:  October 21, 2025

Motion made by Member _______________, seconded by Member ______________, to 
approve Resolution #________, as presented.  Upon a vote taken, the same was approved as 
follows:

Yeah:

Nay:

___________________________________ ____________________________________
Clerk Chair

05953\000095\1E99385.DOCX
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RESOLUTION
Acceptance of Donations to Duluth Public Schools

WHEREAS, Minnesota Statute 465.03 requires a school district to accept donations by 
resolution expressed in the terms prescribed by the donor in full; and,

WHEREAS, acceptance of the donations in accordance with the donor’s terms is in the 
best interest of the Duluth Public Schools:

NOW, THEREFORE, BE IT RESOLVED that the Duluth Public Schools does accept the 
below-described donations from said organizations in accordance with the terms set forth herein.

BE IT FURTHER RESOLVED that the Duluth Public Schools wishes to extend its 
grateful appreciation to these various individuals and organizations.

SCHOOL DONOR AMOUNT RESTRICTION COMMENTS

Denfeld Farrah McKinney $1,000.00
DCD/ASD Setting 3- 
Diana Wokson 

Donor knows me and wanted to support 
the work we are doing in our program. 

Denfeld

Irving 
Community 
Association $4,000.00 Denfeld HS CHOIR

Denfeld Duluth Air Show $200.00 N/A
This was very volunteer hours I did as the 
Coach. No team members.

Denfeld
Duluth Aviation 
Institute

In-kind, 
$6,078

Aerospace 
Physics/Intro to 
Aviation CTE course 
use only within the 
Denfeld Science 
Department

This donation is provided by the Duluth 
Aviation Institute to help support the 
Aerospace Physics course at Denfeld and 
help the development of new pilots for 
our area. This donation is a Jay Velocity 
Redbird FAA approved Flight Simulator, 
rudder pedals, and table stand, associated 
curriculum. 

Denfeld
Gregg Timothy 
Mccall In-kind

for automotive 
program

2011 Jeep grand Cherokee in need of 
repair

Denfeld
James and Kathy 
Doyle $1,150.00

300 CC running, 300 
Nordic ski, 150 B 
Tennis, 250 Softball, 
150 Golf

The Doyle’s donate every year to our 
athletic teams.

Denfeld Mark Krysiak $2,000.00

1000 B Hockey, 500 
Golf, 500 General 
Athletics

Duluth Adult 
Education

HERMANTOWN 
WALMART - 
MGR. PATRICK $75.00 N/A

HEALTHY SNACKS FOR ADULT 
EDUCATION STUDENTS

District Service 
Center

Anonymous $100.00 N/A To the district through BoostMySchool
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Districtwide
Irving 
Community Club $5,000.00 N/A

I was unaware that when I requested this 
donation that I needed a donation request 
form. I apologize and I will complete 
them moving forward. 

Districtwide Maurice’s In-kind N/A 40 Boxes of clothes 

Lakewood

Lutheran Church 
of the Good 
Shepard In-kind

students without 
snacks snacks for students

Lincoln Park

Miller Hill 
Subaru- Subaru of 
America, Inc. $500.00 N/A

Lincoln Park
Subaru - Adopt A 
Classroom $3,000.00 N/A

Bethany Kubik got pre-approved to buy 
these books from adopt a classroom, We 
Ordered The Learning Books on 
Amazon, and the instructions for this 
donation are to send them the receipt via 
email and they will reimburse us for the 
books that we ordered, and I will deposit 
that money into the account that we used 
to purchase the books, by sending a check 
via email and printing it off, or direct 
deposit. 

Lincoln Park

Subaru Adopt a 
classroom. Miller 
Hill Subaru

3000. Six 
$500-dollar 

donations. N/A

Lincoln Park Laman Family $100.00 6th Grade 

Lincoln Park Laman Family $50.00
Community School 
Pantry

Lincoln Park Laman Family $100.00 One Book, One Day

Lincoln Park

Adopt A 
Classroom from 
Miller Hill Subaru

$500.00 
classroom 

donation 
from 

AdoptAClass
room.org

To be used 
purchasing classroom 
supplies - using 
outside of the Adopt 
a Classroom Site 

Lisa is going to use this donation outside 
of the Adopt A Classroom to purchase 
items, she was able to use it via the Adopt 
A Classroom shop online. Lisa has her 
teacher dashboard on the adopt a 
classroom website.

Lincoln Park

Adopt a 
Classroom from 
Miller Hill Subaru

$500.00 
donation 

from Adopt 
A Classroom 

from Miller 

Use To purchase 
Classroom Supplies 

To use to purchase classroom supplies 
from the Adopt A Classroom catalogue or 
can purchase elsewhere, Stephanie does 
have access to her account on Adopt a 
classroom. 
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Hill Subaru 

Lincoln Park Anonymous In-kind N/A

3 Brand new back packs for kids that 
need them. Was dropped off 
Anonymously in the office and was told 
that they want them to go to the students 
that need a new backpack or that does not 
have a backpack.

Ordean-East
Michael Frey $50.00 N/A

Worthy cause, and glad to have 
something to give back. 

Ordean-East Kelly Leno $25.00 N/A

Ordean-East Susan Midlo $200.00 N/A

Ordean-East Lindsey Kern $200.00
Peter Froehlingsdorf 
Seats for Success So happy to see this!

Ordean-East Anonymous $20.00 Seats for Success We Love our Schools!

Ordean-East Nicole Schaefer $25.00 Seats for Success

Ordean-East Rebecca Johnson $20.00 Seats for Success

Ordean-East Kara Salmela $100.00 Seats for Success Happy to donate!

Ordean-East Karin Patronas $50.00 Seats for success

Ordean-East
Michell 
Hueffmeier $50.00 Seats for Success

Ordean-East
Kathy and John 
Bray $100.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Gladys Salmela $135.00 Seats for Success

Ordean-East Kelly Thompson $25.00 Seats for Success

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Anonymous $5.00 Seats for Success

Ordean-East Kelly Barnstorf $50.00 Seats for Success
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Ordean-East Jill Hilliard $25.00 Seats for Success

Ordean-East Kim Berrisford $10.00 Seats for Success

Ordean-East Lindsay Ekstrom $25.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Connie Rosandich $50.00 Seats for Success
My grandson just started there and I 
believe in public education

Ordean-East Annie Thoreson $18.00 Seats for Success

Ordean-East Erik Sather $50.00 Seats for Success

Ordean-East Jodi Hellman $25.00 Seats for Success

Ordean-East Leah Gagne $50.00 Seats for Success

Ordean-East
Jeff and Patty 
Engelsgjerd $150.00 Seats for Success Former Students

Ordean-East Anne Leino $50.00 Seats for Success

Ordean-East Alissa Oleksa $25.00 Seats for Success

Ordean-East
SHARON 
MCMAHON $300.00 Seats for Success Former students/Families

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Anon. $50.00 Seats for Success

Ordean-East Meredith Leake $50.00 Seats for Success Former Student

Ordean-East Anna Bedogne $100.00 Seats for Success

Ordean-East Laura Laaksonen $75.00 Seats for Success

Ordean-East Melissa Goodson $50.00 Seats for Success

Ordean-East Polly Tracey $25.00 Seats for Success

Ordean-East
Miranda 
Schoenecker $100.00 Seats for Success
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Ordean-East
Jon & Shawnee 
Stephenson $45.45 Seats for Success

Ordean-East Suzy Anderson $200.00 Seats for Success

Ordean-East Kelly Gross $25.00 Seats for Success

Thank you for all you do! My favorite 
middle school teacher, Mr. Pat Collins, 
who has been and still inspires the 
knowledge of science. 

Ordean-East Anon $50.00 Seats for Success

Ordean-East Kristina Bourne $45.75 Seats for Success

Because all teachers, but especially 
middle school teachers, work so hard to 
make a positive impact for our children. 
We appreciate you so much! 

Ordean-East
Paul and Kathy 
Anderson $50.00 Seats for Success

Ordean-East Lisa Hultstrom $45.75 Seats for Success

Ordean-East Erica Henkel $25.00 Seats for Success

Ordean-East
Peter and Tracey 
Kolar $500.00 Seats for Success

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Nikki Olson $50.00 Seats for Success

Ordean-East Anonymous $100.00 Seats for Success

Ordean-East Mindy Granley $25.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Joanna Olson $25.00 Seats for Success

Ordean-East Gina Ries $50.00 Seats for Success

Ordean-East Kyle Kubes $100.00 Seats for Success
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Ordean-East Kelly Meadow $25.00 Seats for Success

Ordean-East
Jerry & Nancy 
Slattery $150.00 Seats for Success

Ordean-East Mary Roiland $100.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Anonymous $25.00 Seats for Success

Ordean-East Anonymous $50.00 Seats for Success

Ordean-East Lindsay Wenzel $100.00 Seats for Success

Ordean-East Anonymous $10.00 Seats for Success

Ordean-East Taj Munson $100.00 Seats for Success

Ordean-East Kelly Ziemski $25.00 Seats for Success

Piedmont The Groth Family
In-kind

For Staff Hydration 
Cart Case of Dr. Pepper 

Piedmont
The Denton 
Family In-kind

For the Staff 
Hydration Cart 2 cases of Bubblr

Piedmont
The Curnow 
Family In-kind

For the Staff 
Hydration Cart Case of Alani

Piedmont
Paige and Rein 
Anderson In-kind

For the Staff 
Hydration Cart Case of Dr. Pepper

Piedmont
Michelle Freeman 
and family In-kind

For the Staff 
Hydration Cart 2 cases of Diet Coke

Piedmont
Kaylin Russ and 
family In-kind

For the Staff 
Hydration Cart 1 case of Poppi and 1 case of Bubbly

Piedmont
Wayne and 
Sandra Wilmot $500.00

For Ms. Owens and 
Ms. Rennquist 
Classrooms
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Piedmont

Chaquana and 
Ameera 
McEntyre In-kind

For staff Friday 
Hydration cart Case of Cherry Pepsi

Piedmont
Hermantown 
Sam's Club #6320 $50.00 N/A

Stowe
Jennifer L 
Swanson $100.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe Pam Everson $50.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Jonathan R 
Cigalio $1,016.29

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Richard Olson, 
Carol Olson $50.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Bruce Bates, 
Margaret Bates $20.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Cathy McGregor, 
James McGregor $150.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
James Peterson, 
Teresa Peterson $50.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Nancy Carlson, 
John Carlson $40.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe Vicki Klein $50.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Bonnie Ling, 
David Ling $100.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe Katherine Hanten $200.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe
Ronald Willis, 

$25.00 "In Memory of Chris 
Cigalio - for student 
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Jacalyn Willis reading programs"

Stowe Thomas Kunze $200.00

"In Memory of Chris 
Cigalio - for student 
reading programs"

Stowe Western Bank $177.50
"student needs" per 
Western Bank

Stowe
Gary New Duluth 
Community Club $1,000.00

For Head start 
Playground Fund

Stowe
North Star Credit 
Union In-kind For staff Snacks for teachers / ice packs
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RESOLUTION
Acceptance of Grant Awards to Duluth Public Schools

WHEREAS, Minnesota Statute 465.03 requires a school district to accept grants by resolution 
expressed in the terms prescribed by the donor in full; and,

WHEREAS, acceptance of the grant in accordance with the donor’s terms is in the best interest 
of the Duluth Public Schools:

NOW, THEREFORE, BE IT RESOLVED that the Duluth Public Schools does accept the below-
described grant from said organization in accordance with the terms set forth herein.

BE IT FURTHER RESOLVED that the Duluth Public Schools wishes to extend its grateful 
appreciation to this organization.

Organization Authors or 
Contacts School Award 

Amount Terms

Ordean Foundation Stephanie 
Larson

Laura 
MacArthur 
Setting 3 

Classroom

$1,000.00
Community outings to 

practice functional and social 
skills
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RESOLUTION
          Authorized Bank Account Signer – October 2025

RESOLVED, by the School Board of Independent School District No.  709, St. Louis 
County, Minnesota, that it hereby authorizes the following:

District
Building

Banking
Institution

Account
Number

Addition of
Authorized Signer

Removal of
Authorized Signer

Community 
Ed

Harbor Pointe
Credit Union XXXX9 Nathan Chapman Anthony Bonds



HUMAN RESOURCES ACTION ITEMS FOR:  October 21, 2025

CERTIFIED APPOINTMENT POSITION
AMOATENG, JACLYN V SPED SMI/DCD SETTING III TEACHER/ORDEAN EAST, (BA) III, 1, 1.0, MICKELSON H. 09/29/2025
BREILEIN, ALEXANDRA L HOURLY TEACHER/DAE, UP TO 14HRS/38WKS, $30.00/HR 09/17/2025
HANNU, DEBRA A LTS ELEMENTARY ART/LESTER PARK, (MA+45) IV, 9, 1.0, KERKHOF L. 09/15/2025
HELBACKA, JESSIE M BUSINESS/ECONOMICS TEACHER/DENFED, (BA) III, 8, 0.4, GIZAS S. 09/29/2025
HELBACKA, JESSIE M CTE COLLEGE AND CAREER READINESS/DENFELD, (BA) III, 8, 0.2, GIZAS S. 09/29/2025
LIND, AMBER D LTS SPED RESIDENTIAL TEACHER/MERRITT CREEK, (BA) III, 1, 1.0, HOPEN E. 10/01/2025

CERTIFIED LEAVES POSITIONS
BAMBENEK, AMY N TCHR GRADE 1 01/10/2026 02/21/2026
GOODMAN, LAURA K TCHR ECFE PARENT EDUCATOR 10/14/2025 12/23/2025
ZADDACK, AMBER L TCHR SPED ECSE 12/08/2025 12/22/2025

CERTIFIED RESIGNATION POSITION
KEENEY, MCKENZIE K SPED SECONDARY RESOURCE - EAST HS 09/26/2025

CERTIFIED RETIREMENT POSITION
DALBEC, SHARON M SPED RESIDENTIAL TEACHER - MERRITT CREEK ACADEMY 06/30/2026

NON-CERT APPOINTMENT POSITION
ACKER, NORA A OSS-INTERMEDIATE/PRESCHOOL,HEADSTART, 40/43WKS, $19.85/HR, MCGREW P. 09/09/2025
BURKHALTER, DANIEL F D HOURLY MONITOR/LOWELL, UP TO 23 HRS/38WKS, $15.00/HR 09/10/2025
CHAPMAN, NATHAN L COMMUNITY ED DIRECTOR/DISTRICT WIDE, 52WKS, $120,000/YR/INDEPEDENT CONTRACT, RUPP J. 09/08/2025
CONLEY, TOREN G NUTRITIONAL SERVICE ASST/DENFELD, 23.75/38WKS, $15.68/HR, BATTEES S. 09/24/2025
ENGEN, KALE K TECH TUTOR PARA/EAST, 35/38WKS, $22.34/HR, WILCZEK C. 09/11/2025
ERICKSEN, JACOB J CUSTODIAN/0.5 DENFELD, 0.5 LAURA MACARTHUR, 40/52WKS, $18.05/HR 10/06/2025
ERICKSON, ANITA NUTRITIONAL SERVICE ASST/LAURA MACARTHUR, 20/38WKS, $15.68/HR, ZOLTEK L. 09/30/2025
GOERDT, JASMINE M SPED BUILDING WIDE PARA/MYERS-WILKINS, 31.25/38WKS, $19.23/HR, DRAGSTEN M. 10/13/2025
GUTHRIE, ROBERT L NUTRITIONAL SERVICE ASST/LINCOLN PARK, 17.5/38WKS, $15.68/HR, LAUGER R. 09/29/2025
HOFFMAN, JANE D HOURLY MONITOR/LOWELL, UP TO 23 HRS/38WKS, $15.00/HR 10/01/2025
JOHNSON, CASSANDRA L SPED PROGRAM PARA/CONGDON PARK, 31.25/38WKS, $20.45/HR, HUGHLEY M. 09/17/2025
JOHNSON, STEVEN R HUMAN RESOURCES MANAGER/DISTRICT WIDE, 40/52WKS, $1,997/WK, COOK C. 10/03/2025
JONDREAU, KIRSTEN A SPED BUILDING WIDE PARA/LESTER PARK, 31.25/38WKS, $20.80/HR, FALTEISEK M. 10/06/2025
JONES, PATTY L NUTRITIONAL SERVICE ASSISTANT/CONGDON, 15/38WKS, $15.68/HR, TURNMIRE K. 09/18/2025
LIND, JULIE A HEALTH ASSISTANT LPN PARA LTS/DISTRICT WIDE, 33.75/38WKS, $28.35/HR, ROE B. 09/17/2025
LORICH, NICOLE J HOURLY MONITOR/LAKEWOOD, UP TO 23 HRS/38WKS, $15.00/HR 09/22/2025
MCCORMICK, JOSEPH J SPED STUDENT SPECIFIC PARA/CHESTER CREEK, 31.25/38WKS, $20.19/HR, 10/13/2025
MELTON, JEFFERY R COORDINATOR OF AMERICAN INDIAN ED/DISTRICT WIDE, $1,916/WK, 48WKS, WHITE S. 09/29/2025
MUCKALA, SARAH J SUPERVISORY PARA/EAST, 33.75/38WKS, $19.23/HR, LAYMAN A. 09/24/2025
NELSON, JESSIE L HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR 09/22/2025
NORDLUND, ANGEL M NUTRITIONAL SERVICE ASST/LINCOLN PARK, 30/38WKS, $15.68/HR, DUBOIS J. 09/22/2025
PANK, KEALEY C NUTRITRIONAL SERVICE ASSISTANT/LAURA MACARTHUR, 20/38WKS, $15.68/HR, ZOLTEK L. 09/18/2025
PARRENT, ALAN R PRESCHOOL PARA/PIEDMONT, 23/38WKS, $19.23/HR, TERESI W. 09/10/2025
PASCHKE, MARY L HOURLY FOOD SERVICE/DISTRICT WIDE, UPT TO 12HRS/38WKS, $14.50/HR 09/29/2025
PETERSON, TAMMI L SPED BUILDING WIDE PARA/MYERS-WILKINS, 31.25/38WKS, $21.81/HR, 09/23/2025
PLASCENCIA, CRISTINA V HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR 09/10/2025
PULKRABEK, ABIGAIL A SPED PROGRAM PARA/CONGDON, 31.25/38WKS, $21.68/HR, LUNDORFF J. 10/13/2025
RAMBERG, ABBY M HOURLY FOOD SERVICE/DISTRICT WIDE, UPT TO 12HRS/38WKS, $14.00/HR 09/23/2025
REAMER, BONNIE L HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR 09/10/2025
RENNEBERG, JESSICA L OSS-INTERMEDIATE/CAREER CENTER-EAST, 23/38WKS, $19.85/HR, HOLLIDAY C. 09/15/2025
RICKE, ISABELLA A SPED BUILDING WIDE KEYZONE PARA/LOWELL, 7.5/38WKS, $20.39/HR, KREAGER D. 09/29/2025
SMITH, STEVEN W SPED BUILDING WIDE ECSE PARA/DISTRICT WIDE, 31.25/38WKS, $20.39/HR, MOTZKO L. 09/08/2025
SOMERS, JACQUELINE M HOURLY MONITOR/PIEDMONT, UP TO 23HRS/38WKS, $15.00/HR, 09/22/2025
SORVIK-LAROSEE, MICHELE L INTRUCTIONAL PARA/LAURA MACARTHUR, 31.25/38WKS, $19.23/HR, LINDULA R. 09/15/2025

NON-CERT LEAVES POSITIONS
DAVIS, DEBRA A CHILD NUTRITION ASST - LOWELL ES 09/24/2025 09/29/2025
DEFRANG, DARCIE L BUS HELPER 09/22/2025 09/30/2025
KARON, MARIA M NON CERT LEAVE 10/01/2025 11/28/2025
MARSHALL, HOLLY J HEALTH ASST LPN PARA - LESTER PARK ES 09/16/2025 09/19/2025
MAYVILLE, RICHARD A NON CERT LEAVE 01/09/2025 04/09/2026
NELSON, KATHRYN A SPED BW PARA - MYERS-WILKINS ES 10/23/2025 10/31/2025
OHARA, AMANDA R CHILD NUTRITION ASST - LOWELL ES 09/22/2025 09/26/2025
RENNQUIST, JEAN-PAUL F CERT INTERMITTENT LEAVE 09/05/2025 10/10/2025
SETTERGREN, GERALDINE J NON CERT LEAVE HEALTH ASST LPN PARA-EAST 10/06/2025 11/11/2025

NON-CERT RESIGNATION POSITION
CARTER, WILLIAM D SUPERVISORY PARA - EAST HS 10/02/2025
DROUILLARD, IAN T CHILD NUTRITION ASST - LAURA MACARTHUR ES 09/02/2025
DUBOIS, JENNIFER R CHILD NUTRITION ASST - LINCOLN PARK MS 09/07/2025
GROVER, SUSAN M CHILD NUTRITION ASST - EAST HS 09/09/2025
HASKINS, JASMINE R HRLY CHILD NUTRITION HELPER - CONGDON PARK ES 06/06/2025
HEINZEN, AMANDA J CHILD NUTRITION ASST - EAST HS 09/04/2025
HOLL, DEBRA L SPED PARA SETTING III/IV - PIEDMONT ES 10/08/2025
NORDLUND, ANGEL M CHILD NUTRITION ASST - LINCOLN PARK MS 10/02/2025
RATAJEK, GINA M SCHOOL BUS DRIVER II - TRANSPORTATION 06/30/2025
SEVERANCE, THERESA C EXEC DIRECTOR HR & OPERATIONS - DSC 10/10/2025
SEYMOUR, CASSANDRA K SPED PROG PARA SETTING III/IV - LAURA MAC - REVISED DATE 09/05/2025

NON-CERT RETIREMENT POSITION 
MCKEEVER, JUDITH M SPED BW PARA - CONGDON PARK ES 10/01/2025

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES



POSITION DESCRIPTION

SECTION I:  GENERAL INFORMATION

Position Title:
Cafeteria Helper

Department:
Child Nutrition

Immediate Supervisor’s Position Title: FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Food Service

General Summary of Purpose Of Job:
The Cafeteria Helper works under the direct supervision and receives work direction from the School Cafeteria 
Manager. This role provides essential support in the daily operations of the school food service program, focusing on 
the preparation, serving, and cleanup of meals. The Nutrition Services Assistant directly assists the Cafeteria Manager 
in all aspects of meal production, contributes to maintaining a clean and safe kitchen environment, and helps with basic 
record-keeping and cash register operations to ensure efficient meal service..

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Supports the Cafeteria Manager and other assigned staff in the preparation and setup for meals, strictly 
adhering to proper sanitary practices and food safety procedures.

2. Prepares various food components such as salads, sandwiches, and vegetables according to standardized 
recipes and instructions provided by the Cafeteria Manager.

3. Serves food to students and staff at various food service stations, ensuring accurate portion control in 
accordance with established food service procedures.

4. Operates the point of sale computer to track meal participation and handle financial transactions. Assists 
the Cafeteria Manager by accurately recording and updating departmental activities and records using 
the food service computer.

5. Provides assistance to the Cafeteria Manager in conducting physical inventory counts, receiving 
deliveries, and in organizing and tracking food supplies.

6. Performs essential cleaning and sanitation responsibilities, including dishwashing, cleaning food 
preparation equipment, counters, serving areas, and ensuring the proper storage of food supplies.

7. Follows all federal, state, and local regulations regarding safety, sanitation, and food handling protocols 
within the kitchen and serving areas, as directed by the Cafeteria Manager.

8. Safely operates various food service equipment used in daily operations, such as ovens, grills, 
dishwashers, and food processors, under the guidance of the Cafeteria Manager.

9. Adheres to daily work schedules and specific duties outlined by the Cafeteria Manager to ensure all 
menu components are ready for meal service on time.

10. Collaborates effectively with the Cafeteria Manager and other team members, contributes to a 
harmonious work environment, and communicates clearly.

11. Perform other duties as required by the Cafeteria Manager, contributing to the overall efficiency and 
success of the food service program.



SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum of six (6) months of work-related experience in a food preparation facility or kitchen; or an 
equivalent combination of education, training, and/or experience necessary to successfully perform the essential 
functions of the work.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Basic food preparation procedures and methods used in institutional food preparation.
• Basic food safety and sanitary procedures involved in the preparation and storage of food items and materials.
• Basic math and record-keeping principles.
• Basic computer operations.
Skills
• Operate standard food service equipment (e.g., ovens, dishwashers, slicers).
• Perform cashier duties and operating a cash register accurately.
• Use computer-based food service software for tracking meals and records.
• Communicate effectively and professionally with supervisors, coworkers, and students.
• Following verbal and written instructions.
• Adhere to schedules, timelines, and safety procedures..
Abilities
• Work effectively and efficiently in a fast-paced kitchen environment.
• Learn and adapt to new procedures and equipment.
• Work cooperatively as part of a team.
• Follow established routines and procedures accurately.
• Organize and prioritize work based on production needs.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously



Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision 
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is constantly performed in wet or humid (non-weather) conditions such as dish room areas;  near moving mechanical parts, 
such as slicers and choppers; and, in the extreme heat of an operational kitchen. Frequently, work is performed where there is a risk 
of electrical shock in wet areas where there is also (grounded) electrical equipment. Occasionally, work is performed in extreme 
cold, such as in freezers; and, where fumes or airborne particles, such as oven sprays, are present. The typical noise level is 
considered to be loud.

General Physical Conditions:
Work can be generally characterized as:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds 
of force constantly to move objects.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 7/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION

SECTION I:  GENERAL INFORMATION

Position Title:
Cafeteria Helper II

Department:
Child Nutrition

Immediate Supervisor’s Position Title:
Supervisor of Child Nutrition

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Food Service

General Summary of Purpose Of Job:
The Cafeteria Helper II works under the direct supervision of the School Cafeteria Manager, providing essential 
support in the daily operations of the school food service program. This role is responsible for the preparation and 
cooking of large quantities of food, serving meals, and ensuring comprehensive cleanup. The Helper II plays a key role 
in supporting the Manager, is proficient in POS operations, and is prepared to fill in for the Manager in their absence, 
contributing to a high standard of food safety, efficiency, and customer service.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Supports the Cafeteria Manager and other assigned staff in meal preparation and setup, ensuring strict 
adherence to all federal, state, and local food safety, sanitation, and handling regulations, including Safe 
Serve principles.

2. Under management advisement, determines, prepares and cooks large qualities of food components 
such as salads, sandwiches, main entrees and vegetables according to standardized recipes and 
instructions provided by the Cafeteria Manager.

3. Serves food to students and staff at various food service stations, ensuring accurate portion control in 
accordance with established food service procedures. Also sets up service lines.

4. Operates the point of sale computer as cashier to track meal participation and handle financial 
transactions. Assists the Cafeteria Manager by accurately recording and updating departmental activities 
and records using the food service computer.

5. Provides assistance to the Cafeteria Manager in conducting physical inventory counts, receiving 
deliveries, and in organizing and tracking food supplies and post-service clean up.

6. Performs essential cleaning and sanitation responsibilities, including dishwashing, cleaning food 
preparation equipment, counters, serving areas, and ensuring the proper storage of food supplies.

7. Safely operates various food service equipment used in daily operations, such as ovens, grills, 
dishwashers, and food processors, under the guidance of the Cafeteria Manager.

8. Adheres to daily work schedules and specific duties outlined by the Cafeteria Manager to ensure all 
menu components are ready for meal service on time.

9. Collaborates effectively with the Cafeteria Manager and other team members, contributes to a 
harmonious work environment, and communicates clearly.

10. Perform other duties as required by the Cafeteria Manager, contributing to the overall efficiency and 
success of the food service program.



SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum of one (1) year of work-related experience in a food preparation facility or kitchen; or an equivalent 
combination of education, training, and/or experience necessary to successfully perform the essential functions 
of the work.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

A Minnesota Safe Serve Certificate.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• General food preparation procedures and methods used in institutional food preparation.
• Comprehensive food safety and sanitary procedures involved in the preparation and storage of food items and 

materials.
• Basic math and record-keeping principles.
• Basic computer operations.
Skills
• Operate standard food service equipment (e.g., ovens, dishwashers, slicers).
• Perform cashier duties and operating a cash register accurately.
• Use computer-based food service software for tracking meals and records.
• Communicate effectively and professionally with supervisors, coworkers, and students.
• Following verbal and written instructions.
• Adhere to schedules, timelines, and safety procedures.
• Assist the manager in daily operations and basic problem-solving.
Abilities
• Work effectively and efficiently in a fast-paced kitchen environment.
• Learn and adapt to new procedures and equipment.
• Work cooperatively as part of a team.
• Follow established routines and procedures accurately.
• Organize and prioritize work based on production needs.
• Assume responsibility for daily operations in the Cafeteria Manager’s absence.



PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision 
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is constantly performed in wet or humid (non-weather) conditions such as dish room areas;  near moving mechanical parts, 
such as slicers and choppers; and, in the extreme heat of an operational kitchen. Frequently, work is performed where there is a risk 
of electrical shock in wet areas where there is also (grounded) electrical equipment. Occasionally, work is performed in extreme 
cold, such as in freezers; and, where fumes or airborne particles, such as oven sprays, are present. The typical noise level is 
considered to be loud.

General Physical Conditions:
Work can be generally characterized as:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds 
of force constantly to move objects.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 7/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION

SECTION I:  GENERAL INFORMATION

Position Title:
School Cafeteria Manager

Department:
Child Nutrition

Immediate Supervisor’s Position Title:
Supervisor of Child Nutrition

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Food Service

General Summary of Purpose Of Job:
The School Cafeteria Manager is a lead worker responsible for coordinating and overseeing all operational aspects of a 
complex, high-volume school food service program. As a senior member of the Child Nutrition team, this role provides 
work direction, guidance, and expertise to staff, ensuring the preparation of nutritious, appealing meals and the 
consistent adherence to safety and sanitation standards. The manager is also responsible for managing financial records, 
inventory, and administrative tasks, fostering a collaborative work environment, and serving as a central point of 
communication for the cafeteria.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Lead and coordinate the activities of Child Nutrition staff, providing work direction and guidance to 
accomplish food preparation and service tasks.

2. Provide on-the-job training and mentorship to staff, assisting them with work assignments and 
procedures.

3. Determine quantity and type of food to prepare, adjusting standardized recipes and portion sizes for a 
large student population.

4. Oversee all daily financial transactions, including reconciling daily monetary transactions, bank 
deposits, and cash drawers per departmental policy.

5. Administer and maintain accurate daily records for financial transactions, inventories, meal production 
counts, and other required operational reports.

6. Develop daily work schedules and outline specific duties to ensure all multiple menu components, 
including ala care and main line items, are ready for meal service on time.
Make decisions regarding food quality control, evaluating food for flavor, appearance, and temperature 
to ensure items are acceptable to students and staff.

7. Ensure food is prepared and served according to all federal, state, and local regulations, providing 
guidance to staff on safety, sanitation, and food handling protocols.

8. Maintain high standards of safety and sanitation in the work environment, ensuring that staff follow all 
required procedures in the kitchen and serving areas.

9. Order all food, supplies, and equipment for the cafeteria to cover planned menus and operational needs.

10. Effectively communicate all aspects of the food service operations to the kitchen staff, other school 
departments, and district administration.

11. Collaborate with staff to maintain a harmonious work environment, mediating minor conflicts and 
elevating unresolved issues to the appropriate channels.

12. Ensure all staff uphold policies regarding student and financial confidentiality.



13. Lead by example in the daily performance of cafeteria duties, including food preparation, serving, setup, 
and cleanup, as needed.

14. Assist in the care and maintenance of equipment, providing instruction to staff on proper use and 
overseeing repairs.

15. Perform other duties as assigned, contributing to the overall success of the food service program.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of experience working in a production or institutional food service operation, OR a 
combination of education, training and/or experience in the area of nutrition or food preparation for 100 or 
more, totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

A Minnesota Safe Serve Certificate within 90 days of acceptance of position

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Preparation and care of large quantities of food.
• Policies and procedures pertaining to food service programs.
• Basic and intermediate mathematics for measuring conversions.
• Safety and sanitary operation of kitchen equipment.
• Basic recordkeeping, accounting principles, and inventory management.
Skills
• Advanced culinary skills for preparing a variety of food products in a multi-station cafeteria.
• Effective written and verbal communication.
• Conflict resolution and excellent interpersonal skills.
• Basic computer skills.
• Keeping accurate records and making reports.
• Proficiency in using basic computer and software applications.
Abilities
• Organize and prioritize work based on production needs.
• Coordinate staff activities and direct the preparation of a variety of products simultaneously.
• Work under pressure and in a fast-paced environment.
• Make effective, quick decisions.
• Interpret, explain, and apply written and oral instructions and regulations.



PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision 
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is constantly performed in wet or humid (non-weather) conditions such as dish room areas;  near moving mechanical parts, 
such as slicers and choppers; and, in the extreme heat of an operational kitchen. Frequently, work is performed where there is a risk 
of electrical shock in wet areas where there is also (grounded) electrical equipment. Occasionally, work is performed in extreme 
cold, such as in freezers; and, where fumes or airborne particles, such as oven sprays, are present. The typical noise level is 
considered to be loud.

General Physical Conditions:
Work can be generally characterized as:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds 
of force constantly to move objects.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 7/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:





POSITION DESCRIPTION
Federal Programs Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Federal Programs Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
Federal Programs Coordinator

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under limited supervision, the Federal Programs Clerical provides specialized, high-level administrative and 
financial support, focusing on the complex fiscal management of federal grants, non-public and homeschool 
programs, and Early Childhood Family Education (ECFE). This role is critical for ensuring meticulous budget 
oversight, accurate reporting, stringent compliance with funding regulations, and efficient data administration 
across various financial and student information systems. The Executive Assistant acts as a key liaison, applying 
strong analytical and problem-solving skills to manage diverse financial lifecycles and contribute significantly to 
the fiscal integrity of these vital programs.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages federal grant financial operations, including weekly budget monitoring, processing bi-weekly payroll 
reports, and administering stipends for Title programs.

2. Oversees financial and administrative processes for non-public and homeschool programs, including managing 
registrations, tracking student status, and ensuring accurate Title funding allocation and uploads.

3. Prepares and processes monthly Time and Effort Reports, ensuring compliance for employees funded by multiple 
programs, including detailed monthly reports and semi-annual signature sheets.

4. Leads the annual grant application process, collaborating with leadership on budget components for submission 
by deadlines.

5. Connects with the benefits department to reconcile employee insurance types with funding sources.

6. Manages funding for non-public counselors and related financial allocations.

7. Administers foster care transportation agreements, ensuring accurate documentation and processing.

8. Develops and manages program-specific budgets and expenditure tracking, including fall non-public budgets that 
require extensive paperwork.

9. Generates and analyzes various budget reports, maintaining accurate financial data, often requiring reconciliation 
with system discrepancies.

10. Reconciles starting balances for specific accounts (e.g., non-public programs), independently investigating and 
correcting discrepancies.

11. Manages homeschool program administration, including sending out notifications and uploading required forms 
to student information systems.

12. Oversees administrative processes for Early Childhood Family Education (ECFE) programs, including student 
enrollment, roster management in student information systems, and coordination of supplies.



13. Develops and maintains complex digital and paper spreadsheets for financial tracking, reporting, and data 
transfer.

14. Supports cross-functional teams by providing accurate financial and program data, and resolving related issues.

15. Performs other related duties as assigned, supporting the overall financial integrity and operational efficiency of 
the grants and early childhood programs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum six (6) years of progressively responsible experience in finance, accounting, or executive-level 
administrative support, demonstrating a strong understanding of financial operations, particularly in grant 
management or program-specific finance, OR a combination of education and experience totaling seven (7) 
years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Associate's or Bachelor's degree in Business, Accounting, Finance, or a related field is preferred and may 
substitute for some of the required experience.

• Experience in state and/or federal grant management.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• In-depth knowledge of federal grant regulations, compliance requirements, and reporting standards.
• Thorough understanding of financial accounting principles (GAAP), budgeting, and reconciliation practices.
• Expertise in managing budgets for various funding sources (federal, non-public, specific programs).
• Advanced proficiency in enterprise financial systems and highly advanced use of Microsoft Excel for complex 

data modeling, analysis, and reporting.
• Familiarity with student information systems and online registration processes.
• Understanding of Time and Effort reporting requirements for federally funded positions.
• Principles of data integrity and meticulous record-keeping for audit purposes
Skills
• Exceptional analytical and problem-solving skills for complex financial discrepancies.
• Superior spreadsheet development and management for detailed financial tracking and reporting.
• Meticulous attention to detail and accuracy in financial processes.
• Strong organizational and project management to oversee multiple grants and budgets.
• Excellent written and verbal communication for reports and stakeholder collaboration.
• Interpret and apply complex federal and state regulations for program compliance.
• Proactive identification and resolution of financial and administrative challenges.



Abilities
• Work independently with minimal supervision, demonstrating initiative and efficiency.
• Analyze, interpret, and present complex financial data.
• Quickly adapt to changing federal guidelines, program requirements, and reporting standards.
• Collaborate effectively with cross-functional teams.
• Manage sensitive information with absolute confidentiality.
• Prioritize and manage multiple competing deadlines.
• Contribute to process improvement for financial and administrative workflows.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date



Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Finance Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Finance Clerical

Department:
Business Services

Immediate Supervisor’s Position Title:
Finance Manager

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under limited supervision, The Finance Clerical provides essential administrative and specialized financial support, 
playing a pivotal role in the district’s fiscal health. This is not a traditional administrative role; it requires advanced 
operational leadership, meticulous management of complex financial lifecycles, and a deep understanding of federal and 
state regulatory compliance.

The team's structure is built on specialization. Each member is specifically hired and trained for a core function: 
Accounts Payable (AP), Accounts Receivable (AR), or Purchasing. This ensures expertise in each area. The role of 
Executive Assistant is to support these specialized functions by demanding a high degree of accuracy and analytical 
ability, exercising independent problem-solving, and serving as a key liaison with internal departments and external 
partners to ensure the integrity and timely processing of all financial transactions.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages Accounts Receivable (A/R) processes, including creating and sending out billing statements, recording 
journal entries, and processing payments for the District.

2. Processes and reconciles daily deposits, by printing bank activity, matching deposits, and accurately entering all 
transactions into the financial system (e.g., Skyward), including monitoring for fraud alerts.

3. Executes Accounts Payable (A/P) operations, receiving, verifying accuracy, obtaining approvals, and processing 
vendor invoices in a timely manner, including scanning to financial software.

4. Reconciles complex vendor invoices, splitting amounts across departments/budget codes, resolving discrepancies, 
and addressing past-due bills or credit balances.

5. Processes weekly check runs, verifying payment accuracy and remittance, preparing checks for printing, and 
initiating check voids and reissues.

6. Administers purchasing procedures, overseeing site purchasing, meeting with vendor representatives, reviewing 
quotes for tax exemption, ensuring complete product descriptions, and assigning budget codes for tracking.

7. Manages purchase orders (P.O.s) activities, including sending P.O.s to vendors, facilitating shipments to sites, 
and managing annual blanket P.O.s, ensuring alignment with district policies.

8. Maintains accurate financial records and reconciliations, performing monthly bank statement reconciliations, 
verifying aging reports, processing monthly credit card invoices, and managing cash receipts.

9. Ensures financial compliance and reporting, verifying 1099 data, setting up 1099s, applying in-depth UFARS 
knowledge to daily tasks, and pulling invoices for auditors.



10. Provides support for staff financial needs, processing refunds and reimbursements, assisting with air travel and 
state travel agent coordination, and managing pre-approval forms.

11. Collaborates and communicates extensively with building/department clerical staff, principals, coordinators, and 
other staff daily to answer questions, resolve problems, and explain financial policies and procedures.

12. Manages vendor relationships, receiving and responding to inquiries, concerns, complaints, and requests for 
assistance from vendors in a professional and courteous manner.

13. Assists with training and professional development, hosting informational sessions for other clericals, and 
training new office/clerical staff on A/R and A/P procedures.

14. Attends staff meetings, trainings, seminars, and workshops to enhance job knowledge and skills.

15. Performs general office and administrative tasks, including establishing and maintaining files, copying, filing, 
faxing, emails, answering telephones, and assisting with special projects as required.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum six (6) years of progressively responsible experience in finance, accounting, or executive-level 
administrative support, demonstrating a strong understanding of financial operations., OR a combination of 
education and experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Associate's or Bachelor's degree in Business, Accounting, Finance, or a related field is preferred.
• Experience in school finance preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• In-depth knowledge of district financial policies, accounting standards, and internal controls.
• Thorough understanding of federal, state, and local financial regulations and compliance (e.g., UFARS, 1099s, 

audit guidelines).
• Advanced customer service principles and professional etiquette in financial interactions.
• Expertise in modern financial office administration and organizational best practices.
• Advanced proficiency in enterprise financial software (e.g., Skyward, Frontline) and Microsoft Excel for complex 

data analysis.
• Mastery of complex digital and physical financial record-keeping and audit readiness.
• Comprehensive understanding of GAAP, including A/R, A/P, purchasing, and basic payroll principles.
• Knowledge of audit preparation processes.
Skills



• Exceptional organizational and time management skills for high-volume, deadline-driven financial workloads.
• Superior verbal and written communication skills to articulate complex financial information clearly.
• Absolute discretion and strict confidentiality with sensitive financial data.
• Proficient operation of office equipment essential for financial processing.
• Skill in designing and maintaining robust financial filing and record management systems.
• Adept at interpreting, applying, and ensuring strict adherence to complex financial policies and regulations.
• Strong judgment and analytical skills to resolve complex financial discrepancies and sensitive issues proactively.
• Advanced data analysis and reconciliation skills using spreadsheets for financial validation and reporting.
• Proactive problem-solving skills to anticipate and mitigate operational challenges.
Abilities
• Foster collaborative relationships with staff, vendors, and external partners.
• Work independently with minimal supervision, demonstrating initiative and efficiency under pressure.
• Independently identify, analyze, and resolve complex financial and administrative problems.
• Uphold the highest level of confidentiality and ethical standards.
• Meticulously classify, record, retrieve, and verify large volumes of financial data.
• Leverage advanced financial software features to optimize workflows and generate reports.
• Apply strong mathematical aptitude for complex financial calculations and data validation.
• Contribute to developing and refining financial procedures and internal controls.
• Train and guide other clerical staff on financial procedures and systems.
• Adapt and remain flexible amidst evolving regulations, software, and priorities.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.



RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated: 10/2025
Reviewed/updated:



POSITION DESCRIPTION
ALC/AEC Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
ALC/AEO Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
ALC/AEO Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under minimal supervision, the Area Learning Center (ALC)/Academic Excellence Online (AEO) Clerical serves as a 
vital administrative hub for the Area Learning Center (ALC) and Academic Excellence Online (AEO) programs. This 
role provides comprehensive administrative and operational support to program leadership and staff, ensuring the 
efficient and sensitive operation of the school. Managing critical daily operations, this position encompasses a broad 
range of responsibilities including complex student enrollment and records management, essential health support, 
technical assistance, and intricate logistical coordination. Acting as a primary liaison for students, families, and external 
entities, the ALC/AEO Clerical collaboratively develops and refines inter-office operating procedures, navigates a 
dynamic and often sensitive environment, and handles diverse responsibilities with exceptional organizational skills, 
advanced systems proficiency, and a proactive approach, all while maintaining strict confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Serve as the primary front office contact, providing a welcoming and safe space while handling communications 
with students, families, and external agencies.

2. Manage all student enrollments for ALC and AEO programs, including processing changes, summer school, and 
scheduling.

3. Maintain comprehensive permanent student records, including highly sensitive special education and medical 
information.

4. Perform registrar duties like requesting records, inputting transcripts, and verifying credit accuracy for 
graduation.

5. Ensure accurate MDE reporting data coding for various student attributes and program participation.

6. Actively monitor physical school space access via electronic systems and respond to student crisis situations with 
appropriate training.

7. Manage all budget activities and purchasing, including requisitions, invoices, stipends, and check deposits.

8. Provide essential technology support, including Chromebook checkout, password assistance, and submitting Help 
Desk tickets.

9. Coordinate substitute teacher logistics and manage staff leave rosters.

10. Lead the ALC & AEO Graduation planning, including venue, supplies, advertising, and diploma distribution.

11. Process all student transcript requests for colleges, scholarships, and employment.

12. Oversee School Within a School (SWS) enrollments and provide training on procedures to counselors and 
administrators.



13. Provide basic student health support, including first aid and dispensing medication, as the on-site nurse.

14. Manage complex reports and data analysis for program tracking and student progress.

15.
16. Performs other related duties as necessary to support the overall operations and needs of the programs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum five (5) years of administrative or office clerical experience, preferably in a school environment. 
OR a combination of education and experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Experience in a similar complex administrative or registrar role within an alternative education program or high 
school setting.

• Demonstrated experience in crisis intervention or de-escalation techniques relevant to working with at-risk youth.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Deep knowledge of alternative learning programs, enrollment processes, and structures.
• Comprehensive understanding of student records, including sensitive special education and medical data.
• Expertise in student information systems for data entry, reporting, and record maintenance.
• Thorough understanding of high school graduation, credit evaluation, and post-secondary applications.
• Familiarity with budget activities, requisitions, invoices, and accounting.
• Working knowledge of first aid and emergency protocols for student health and crisis situations.
Skills
• Excellent at managing high-volume tasks, parent inquiries, and deadlines.
• Superior verbal and written skills for empathetic, professional interactions with all.
• Problem-solving and independent resolution skills for student and operational issues.
• Strong attention to detail and accuracy in all data, finances, and records.
• Advanced skills in relevant software, including communication tools.
• Strong interpersonal skills to collaborate and maintain composure in challenging situations
Abilities
• Work autonomously, exercising sound judgment in sensitive student matters and daily operations.
• Manage significant workload effectively in a dynamic, high-stress environment.
• Maintain strict privacy of all student and family information.
• Adapt quickly to new challenges, program changes, and unexpected situations.
• Provide clear, accurate guidance on ALC/AEO programs and resources.



• Calmly and competently respond to medical or behavioral crises without on-site nurse support.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
American Indian Education Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
American Indian Education Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
American Indian Education Coordinator

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the American Indian Education (AIE) Program Clerical provides essential administrative 
support to American Indian Education program and the Coordinator of Indian Education. This role is fundamental in 
maintaining student data, facilitating communication with a diverse student population and their families, and offering 
comprehensive support to multiple parent committees. The AIE Program Assistant contributes to program compliance, 
assists with financial administration, and supports the coordination of key program events, directly aiding in the 
program's efficient operation and success.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Maintains accurate student data for the AIE program, including tracking student numbers and program 
participation.

2. Provides administrative support to parent committees (such as the American Indian Parent Advisory Committee 
(AIPAC), Johnson O’Malley (JOM) Committee, and Title VI Committee), which includes scheduling meetings, 
preparing materials, maintaining records, and processing contact updates and reimbursements.

3. Attends parent committee meetings when the AIE Coordinator is unavailable, taking detailed notes and 
representing the program.

4. Assists with annual compliance and reporting requirements for the American Indian Education program, 
including JOM and Title VI reports, and submitting necessary documentation to the state (MDE)

5. Supports the American Indian Education Program Plan, assisting the Coordinator with documentation and related 
processes (e.g., non-concurrence/concurrence).

6. Process expense reimbursements for various program activities, including JOM.

7. Assists with contract administration for program services, including drafting contracts for review.

8. Supports the coordination and execution of major program events, such as the annual Graduation Banquet, by 
assisting with logistics, invitations, catering, gift ordering, and decorations.

9. Creates and updates program-specific documents and forms, ensuring accuracy for various AIE initiatives.

10. Assists with the management of program funding and its allocation within the AIE department.

11. Performs general clerical and administrative duties as needed to support the overall efficiency and organization of 
the department.

12. Performs other related duties as assigned, contributing to the overall success and operations of the American 
Indian Education program



SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of administrative support or office clerical experience, preferably in an educational or 
community-focused setting, OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of general office administration, record-keeping, and event coordination.
• Familiarity with basic financial processes, including expense reimbursements and contract documentation.
• Familiarity with basic computer applications for document creation and data entry.
• Knowledge of or willingness to learn about American Indian Education programs, relevant state/federal 

regulations (e.g., Title VI, JOM), and cultural protocols.
• Proficiency in Microsoft Office Suite and other relevant software for document creation and data management
Skills
• Strong organizational skills to manage multiple tasks, records, and event logistics.
• Clear and professional verbal and written communication skills for note-taking, correspondence, and committee 

interactions.
• Attention to detail and accuracy in data entry, financial processing, and compliance documentation.
• Ability to solve routine administrative problems.
• Effective interpersonal skills for engaging with families, committee members, and staff.
Abilities
• Work effectively under general supervision, following instructions and procedures.
• Prioritize tasks and manage time effectively.
• Maintain strict confidentiality of sensitive student and program information.
• Communicate clearly and respectfully with diverse stakeholders, including families and community members.
• Adapt quickly to new administrative procedures and system functionalities.
• Collaborate effectively with the AIE Coordinator and other departmental staff.
• Demonstrate cultural sensitivity in all interactions related to the American Indian Education program.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 34-66% 66-100% Continuously



Occasionally Frequently
Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Career Center Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Career Center Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
High School Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the Career Center Clerical provides essential administrative and program support within the 
high school Career Center. This role is central to assisting students with post-secondary planning, managing career-
related resources, coordinating a wide array of events and visits, and facilitating communication between students, 
colleges, military branches, and community organizations. The incumbent plays a proactive role in supporting student 
success in college, career, and military readiness, while also providing crucial administrative assistance to the 
Counseling Department and maintaining comprehensive resource material

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Assists students with post-secondary applications, including transcripts.

2. Provides career guidance and presentations: tours, project support, and senior year readiness.

3. Conducts student outreach and follow-up: surveys, post-high school planning, job shadowing, and job searches.

4. Administers the scholarship program: weekly updates, advertising (announcements, flyers, social media), and 
counselor coordination.

5. Develops and publishes a monthly Career Center Newsletter, including talks, events, scholarships, and 
employment.

6. Coordinates PAWS Day events: schedules career talks, college visits, and military visits.

7. Plans and organizes comprehensive on-site career fairs and events (e.g., Military, Trades, College, Job Fairs, 
Decision Day).

8. Arranges and facilitates on-site visits and presentations by colleges, military branches, and community 
professionals.

9. Organizes and assists with field trips: bus orders, permission slips, announcements, sign-ups, and chaperoning.

10. Assists in coordination with College Knowledge Month events: scholarship help, application assistance, FAFSA, 
and ACT study material advertisement.

11.
12. Attends regular planning meetings with Career Center staff and counselors.

13. Provides general administrative support to the Counseling Department.

14.



15. Coordinates and manages external professional outreach for career talks and job shadowing opportunities.

16. Performs other duties as assigned to support program and department operations.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of administrative or clerical experience, preferably in a school, counseling, or 
career services environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Associate's degree in Office Administration, Human Services, or a related field. 
• Experience working directly with high school students and families. 
• Familiarity with college application processes, financial aid (FAFSA), and scholarship resources. 
• Experience with event planning and community outreach.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of high school operations, administrative support, and record-keeping practices.
• Understanding of post-secondary planning resources (college, military, trades, careers, scholarships).
• Familiarity with social media platforms for advertising and communication.
• Basic knowledge of event planning and coordination principles.
Skills
• Exceptional organizational and project management skills to plan and execute numerous events.
• Strong verbal and written communication skills for presentations, newsletters, and outreach.
• Meticulous attention to detail and accuracy in managing student records, scholarship data, and event logistics.
• Proficiency in online platforms for communication and data management.
• Problem-solving skills to independently address student inquiries and logistical challenges.
• Effective interpersonal skills for building rapport with students, parents, staff, and community partners.
Abilities
• Work independently and collaboratively in a dynamic, student-centered environment.
• Prioritize multiple tasks and manage time effectively to meet deadlines.
• Maintain strict confidentiality of sensitive student information.
• Guide and assist students with complex application processes and post-secondary research.
• Adapt quickly to changing program needs and priorities.
• Present information clearly and engagingly to groups of students and adults.



PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Community Education Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Community Education Clerical

Department:
Human Resources

Immediate Supervisor’s Position Title:
Community Education Director

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under limited supervision, the Community Education Clerical provides essential administrative support requiring 
a high degree of awareness, tact, creativity, and initiative. This role is responsible for complex staff support 
activities, often involving directing or completing projects and resolving complex problems and work issues. This 
designation requires extensive knowledge of the department's operations, with work activities frequently having 
district-wide impact and implications for Community Education programs and services.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Performs comprehensive administrative and staff support duties, including preparing correspondence, letters, 
reports, forms, requisitions, and related materials. 

2. Serves as a primary liaison with other district units and external entities, screening calls and mail to 
independently resolve complaints, problems, conflicts, or questions within established guidelines, and arranging 
for meetings, conferences, and notices. Responds to public inquiries regarding Community Education programs 
and services.

3. Manages budget and financial activities for the department, including monitoring and tracking expenditures, 
preparing and processing requisitions, processing invoices for payment, submitting reimbursement forms, and 
handling stipends. 

4. Executes various special projects, which involves researching, compiling, and analyzing data from diverse 
sources to prepare and summarize information for specialized reports (e.g., NCEA Report, Annual Contract 
Reports for Drivers Ed/KeyZone).

5. Administers and interprets rules, regulations, policies, and procedures to staff, students, and the general public, 
ensuring compliance and providing necessary guidance. 

6. Provides specialized program support, monitoring and maintaining documentation related to program operations 
(e.g., ECFE, Safe Routes to School), processing program eligibility applications, and participating in the 
preparation of program-specific reports and forms.

7. Coordinates and manages departmental communications and outreach efforts, including updating the district 
webpage for Community Education, managing social media accounts, assisting in the production of the thrice-
yearly Community Education catalog, and preparing content for the Teaching, Learning, and Equity (TLE) 
newsletter.



8. Facilitates and supports internal and external meetings, attending as needed to provide agenda and minutes 
support, setting up Advisory Council meetings, and preparing departmental updates for TLE meetings.

9. Manages office logistics and resources, including serving as a KeyZone liaison for district communications, 
ordering supplies, and assisting with the packing and mailing of business cards.

10. Performs other related work as assigned, contributing to the overall efficiency and effectiveness of the 
Community Education Department.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of progressively responsible experience in advanced staff support, or a closely related 
business support role is preferred, OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Minimum two (2) year college degree preferred.  Related coursework preferred.
• Experience in coordinating projects, logistics, and training events.
• Experience in school district setting preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• District policies, regulations, procedures, and processes.
• Applicable state and federal rules, regulations, policies, and procedures.
• Customer service principles and practices.
• District budgeting and contract pay processing.
• Modern office methods, practices, and procedures.
• Bookkeeping and basic accounting principles.
• Advanced to expert level personal computer operations and software applications.
Skills
• Planning, organizing, and setting work priorities, and working independently with no immediate supervision.
• Meeting predetermined deadlines and utilizing flexibility with work and priority shifts.
• Gaining cooperation and conformance from others without authority.
• Interpreting, explaining, and applying written and oral instructions, procedures, and regulations.
• Communication skills, both oral and in writing.
• Determining priorities in the handling of unique and/or complex problems.
• Promoting public relations and dealing tactfully and diplomatically with staff, students, and the general public.
• Maintaining confidentiality with sensitive information, issues, and situations.
Abilities



• Work independently with no immediate supervision on a broad range of duties.
• Resolve complex problems and work issues, exercising tact and initiative.
• Direct or obtain assistance from other support staff as needed.
• Apply extensive knowledge of office/school operations to tasks with district-wide impact.
• Interpret, explain, and apply complex written and oral instructions, procedures, and regulations.
• Maintain confidentiality with sensitive information.
• Plan, organize, and prioritize work effectively to meet deadlines.
• Communicate clearly and effectively, both orally and in writing, with diverse stakeholders.
• Develop and maintain effective working relationships.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date



Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Duluth Adult Education Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Duluth Adult Education Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
Duluth Adult Education Coordinator

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under direct supervision, the Duluth Adult Education (DAE) Clerical provides administrative and office support to the 
Duluth Adult Education program. This position primarily assists DAE staff and adult learners with routine tasks. The 
position contributes to the smooth operation of the DAE center by handling basic clerical duties, maintaining 
organization, and upholding confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Greet and assist adult learners and visitors at the DAE front desk.

2. Answer incoming phone calls, take messages, and direct inquiries to appropriate staff.

3. Provide basic program information, such as class schedules and general directions, to learners.

4. Assist with the distribution and collection of student enrollment and program forms.

5. Handle general office tasks, including precise filing, copying, and scanning of documents.

6. Process incoming and outgoing mail, sorting and distributing as needed.

7. Maintain organized common areas and assist with office supply inventory and stocking.

8. Prepare classroom materials, such as making copies and assembling instructional packets.

9. Ensure the strict confidentiality of all adult learner and program information.

10. Provide general administrative support to ABE instructors and staff as directed.

11. Prepares financial reports for Coordinator.

12. Monitors, tracks, communicates with and enrolls new students through registration process. Assists in 
preparations for official GED testing following State of Minnesota guidelines.

13. Performs bookkeeping functions including but not limited to tracking budget activities, preparing requisitions,  
creating purchase orders, and verifying timesheets.

14. Updates marketing materials and calendars including online and print.

15. Coordinates and manages volunteer inquiries and training.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS



EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

Required Work Experience in Addition to Formal Education/Training: 

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Basic office methods and procedures.
• Fundamental computer operations and common software applications.
• Basic customer service principles.
Skills
• Organizing assigned tasks and following simple work priorities.
• Communicating clearly and courteously, both verbally and in writing.
• Accurate data entry and basic record keeping.
• Operating standard office equipment (e.g., copier, printer).
• Identifying routine problems and seeking guidance when needed.
Abilities
• Follow detailed instructions accurately and consistently.
• Maintain strict confidentiality of all adult learner and program information.
• Learn new procedures and systems quickly.
• Remain patient and helpful when interacting with diverse adult learners and staff.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √



Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Early Childhood Programs Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Early Childhood Programs Clerical

Department:
Early Childhood

Immediate Supervisor’s Position Title:
Early Childhood/Head Start Coordinator

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under limited supervision, the Early Childhood Programs Clerical provides comprehensive administrative and 
office support crucial for the effective operation of assigned programs. While in this role, the Early Childhood 
Program Clerical requires substantial judgment and analytical ability to manage a wide range of work activities, 
often involving complex data entry, record-keeping, and coordination. The incumbent operates with a significant 
degree of discretion, serving as a key information contact and ensuring smooth administrative processes that 
directly support students, families, and staff.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Performs a wide variety of administrative and staff support activities, including typing correspondence, reports, 
forms, requisitions, and other materials. This involves efficient copying, faxing, distributing, filing, and coding 
information, as well as complex data entry into various records and systems.

2.
3.
4. Manages payroll-related data processing, including verifying time records, reconciling attendance discrepancies, 

and handling leave-without-pay documentation.
5. Manages student data and records, including processing enrollments and applications, maintaining accurate 

attendance, updating program-specific spreadsheets, and coordinating related student information such as 
transportation.

6. Administers student health and compliance records, verifying immunization records from state database and 
ensuring proper entry into District systems.

7. Supports staff credentialing and training compliance, including tracking teaching licenses, CPR/First Aid 
certifications, and other trainings for teachers and paras, and ensuring these are entered into needed systems.

8.
9.
10. Facilitates communication and outreach efforts, including preparing and assembling home visitor packets for 

teachers, managing mass mailings, and assisting with online registration.
11. Performs administrative tasks, such as tracking volunteer hours, background checks and processing staff changes 

for Minnesota and National Head Start Association.



12.
13. Performs other related work as assigned, contributing to the overall efficiency and effectiveness of Early 

Childhood Programs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of experience in broad staff support, or a closely related business support role is 
preferred, OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• District policies, regulations, procedures, and processes.
• Applicable state and federal rules, regulations, policies, and procedures relevant to early childhood programs and 

financial operations.
• Customer service principles and practices.
• Modern office methods, practices, and procedures.
• Advanced personal computer operations and various software applications (including student information systems 

like Skyward, Frontline, Child+, I/C).
• Complex record keeping and filing methods and practices.
• Bookkeeping and payroll principles, practices, and procedures.
Skills
• Organizing and prioritizing a wide range of work activities effectively.
• Communicating clearly and concisely, both orally and in writing.
• Maintaining strict confidentiality with sensitive information, issues, and situations.
• Operating various office equipment efficiently.
• Implementing and maintaining complex office files and records.
• Applying and administering various district operating policies and procedures.
• Utilizing effective judgment and protocol in handling sensitive situations and conflicts within established policies 

and procedures.
• Performing data entry and verification with high accuracy.
• Identifying and resolving routine administrative and operational issues.
Abilities



• Work independently with limited work instructions and a significant degree of discretion.
• Exercise substantial judgment and analytical ability in complex work activities.
• Obtain assistance from other support staff to accomplish work projects.
• Serve as a reliable liaison and information contact for diverse stakeholders.
• Manage a wide range of administrative and program-specific tasks simultaneously.
• Adapt to changing priorities and deadlines in a dynamic environment.
• Proactively identify and address potential issues before they escalate.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date



Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Early Childhood Screening Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Early Childhood Screening Clerical

Department:
Early Childhood

Immediate Supervisor’s Position Title:
Supervisor of Special Services

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the Early Childhood Screening Clerical is responsible for the efficient scheduling, 
coordination, and data management of the district's Early Childhood Screening program. This role is crucial in 
ensuring that young children receive timely screenings, involves extensive communication with families both 
within and outside the district, precise data entry into the student information system, and meticulous record-
keeping to support kindergarten readiness and compliance.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages and maintains the Early Childhood Screening schedule, including scheduling new appointments, 
rescheduling cancellations, and coordinating screenings for external partners (e.g., Hartley Nature Center 
Preschool/Daycare).

2. Coordinates and schedules out-of-district screenings for students residing in surrounding areas (e.g., Two 
Harbors, Esko, Cloquet).

3. Enters and maintains accurate student data related to early childhood screenings into the district's student 
information system (e.g., Infinite Campus).

4. Processes and utilizes online registration data for early childhood screenings, minimizing manual paperwork.

5. Maintains detailed spreadsheets to track students by their kindergarten enrollment year, coordinating data 
matching with relevant district personnel.

6. Conducts follow-up communication and coordination with schools for children who have not completed their 
screening prior to kindergarten enrollment deadlines (e.g., before September).

7. Serves as a primary point of contact for families regarding screening appointments and general inquiries.

8. Performs other related duties as assigned, contributing to the overall effectiveness and efficiency of the Early 
Childhood Screening program.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.



Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of experience in broad staff support, or a closely related business support role is 
preferred, OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of administrative and office procedures.
• Familiarity with data entry best practices and maintaining data integrity.
• Understanding of scheduling logistics and calendar management.
• Basic knowledge of student information systems functionality (e.g., Infinite Campus).
Skills
• Exceptional organizational and time management skills for managing complex schedules.
• Strong attention to detail and accuracy in data entry and record-keeping.
• Effective verbal and written communication skills for interacting with families, school staff, and external partners.
• Proficiency in spreadsheet software (Excel) for tracking and analysis.
• Problem-solving skills to resolve scheduling conflicts and data discrepancies.
Abilities
• Work independently with minimal supervision, managing a high volume of scheduling requests.
• Prioritize tasks effectively to meet deadlines and program needs.
• Communicate sensitively and clearly with parents and guardians.
• Learn and adapt quickly to new software systems and district procedures.
• Maintain confidentiality of sensitive student and family information.
• Collaborate effectively with other district departments and external organizations.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √



Up to 50 lbs. √
Up to 100 lbs. √

More than 100 lbs. √
Vision Requirements: Yes No

No special vision requirements √
Close Vision (20 in. of less) √

Distance Vision (20 ft. of more) √
Color Vision √

Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Elementary School Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Elementary School Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
Elementary Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under minimal supervision, the Elementary School Clerical plays a pivotal and central role in the daily operations and 
smooth functioning of the elementary school office. This position serves as the primary point of contact for students, 
parents, and visitors, acting as the welcoming "face of the school." The Lead Clerical is responsible for managing a 
wide range of administrative, communication, and logistical tasks, often working autonomously and exercising 
independent judgment. This role requires exceptional organizational skills, a proactive approach, strong communication 
abilities, and the capacity to manage multiple priorities in a dynamic and fast-paced environment, frequently as the sole 
office staff member.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manage the main office operations, providing a welcoming first point of contact for students, parents, and visitors 
throughout the day.

2. Oversee school security, actively monitoring security cameras and managing building access and behavior 
supports, including daily lock-down procedures and maintaining emergency plans.

3. Process student arrivals, accurately checking in tardy students and verify IDs for alternate student pick-ups.

4. Handle all incoming communications, efficiently answering and directing phone calls, and serving as the central 
hub for staff requests.

5. Maintain comprehensive calendar management for the Principal and all shared school spaces, such as conference 
rooms.

6. Manage student attendance records, including daily sick calls and processing all necessary student record requests 
and transfers.

7. Coordinate substitute teacher logistics, preparing substitute materials and assisting with sub onboarding.

8. Oversee all school purchasing, from ordering general office and copier supplies to fulfilling specific material 
requests for teachers.

9. Produce and disseminate the weekly school newsletter, gathering content, assembling the layout, and 
coordinating feedback with key stakeholders.

10. Provide essential technology support, setting up staff phones, maintaining copy machines/printers and managing 
access badges for personnel.

11. Facilitate major school events and field trips, handling all arrangements, necessary paperwork, and managing 
associated funds.

12. Prepare and distribute report cards.



13. Assists in implementing the school discipline plan by providing supervision of student who are detained in the 
office area, provide other direct support and assist with basic first aid duties as needed.

14. Provides administrative and operational assistance to administrators and district staff, adapting to changing needs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum five (5) years of administrative or office clerical experience, preferably in a school environment. 
OR a combination of education and experience totaling six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Experience in an elementary school setting.
• Experience managing calendars for multiple individuals or spaces.
• Experience handling school funds or budgets.
• Prior experience coordinating school-wide events or programs.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Comprehensive understanding of elementary school daily operations and student management.
• Familiarity with school safety protocols, including security camera monitoring and crisis response and student 

health/safety protocols.
• Knowledge of student record-keeping procedures and confidentiality guidelines.
• Basic understanding of purchasing, inventory, and budget reconciliation.
Skills
• Excellent at managing high-volume tasks, frequent interruptions, and deadlines for young children's needs.
• Superior verbal and written skills for patient, welcoming interactions with children, staff, and parents.
• Calmly resolves immediate student needs (e.g., illness), addresses parent concerns, and adapts.
• Meticulous accuracy in all data, records, especially student health, emergency, and attendance.
• Advanced skills in relevant software, including parent communication platforms.
• Collaborates effectively with staff, children, and parents; shows warmth and empathy.
Abilities
• Works autonomously, uses sound judgment for immediate student and parent needs.
• Manages tasks effectively in a bustling, unpredictable environment with many interactions.
• Maintains strict privacy of sensitive information, particularly health and family matters.
• Adjusts quickly to new challenges, especially regarding student well-being and school safety.
• Provides clear, helpful support; serves as a welcoming first contact for families.



PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Elementary School Attendance Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Elementary School Attendance Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
Elementary Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under direct supervision, the Elementary School Attendance Clerical provides essential administrative support, 
primarily assisting with the daily tracking and recording of student attendance. This position performs routine clerical 
duties, helps facilitate communication with families regarding absences, and supports the front office by following 
established procedures. The clerical assists in informing students and the public about basic attendance rules and 
contributes to the efficient operation of the school office by performing assigned tasks.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manage daily student attendance tracking and records, including processing tardy check-ins and recording 
absences.

2. Helps prepare and distribute attendance-related communications, records information into files, and makes 
routine attendance calls to parents/guardians.

3. Serve as a building liaison, screening calls and mail, specifically handling attendance calls or questions, and 
attempting to independently resolve or address problems within established guidelines.

4. Serves as a point of contact for routine attendance questions, directs calls and inquiries to appropriate staff, and 
relays information within established guidelines.

5. Assists in communicating basic attendance rules, regulations, and procedures to students, staff, and the general 
public.

6. Performs related clerical work as assigned to support overall school office efficiency.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

Required Work Experience in Addition to Formal Education/Training: 

Required Supervisory Experience:



PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• District policies, regulations, procedures, and processes.
• Customer service principles and practices.
• Modern office methods, practices, and procedures.
• Personal computer operations and software applications.
Skills
• Organizing assigned tasks and following work priorities.
• Meeting deadlines and adapting to shifting priorities.
• Cooperating effectively with others.
• Interpreting and applying basic written and oral instructions.
• Communicating clearly, both verbally and in writing.
• Identifying routine problems and seeking guidance for complex issues.
• Interacting tactfully and respectfully with staff, students, and the public.
• Maintaining confidentiality of sensitive information.
Abilities
• Follow detailed instructions accurately.
• Maintain strict confidentiality of all student and sensitive information.
• Learn new procedures, software applications, and systems quickly.
• Remain calm, patient, and courteous in busy or occasionally stressful situations.
• Organize and maintain accurate physical and digital records.
• Prioritize assigned tasks effectively to meet daily deadlines.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √



Distance Vision (20 ft. of more) √
Color Vision √

Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Enrollment and Student Data Specialist

SECTION I:  GENERAL INFORMATION

Position Title:
Enrollment and Student Data Specialist

Department:
Business Services

Immediate Supervisor’s Position Title:
Executive Director of Business Services

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under administrative direction, the Enrollment & Student Data Specialist plays a pivotal and highly specialized 
role, serving as the primary lead for district-wide student enrollment processes. This position is responsible for 
overseeing comprehensive student registration, managing complex open enrollment and transfer requests, and 
ensuring the meticulous accuracy and integrity of student data within the district's information systems. The 
Specialist ensures strict compliance with local, state, and federal regulations, serves as a key communication 
liaison with families and staff, and provides essential data management and system support to maintain reliable 
and equitable student placement.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Oversees student registration and enrollment, processing new and returning students, and ensuring collection and 
verification of required documentation (e.g., birth certificates, immunizations).

2. Serves as the primary point of contact for families, providing comprehensive information on enrollment 
processes, school programs, and district policies, while fostering equitable access.

3. Manages student data within the district's Student Information System (SIS), ensuring accurate entry, ongoing 
updates, and integrity of all student records, including transportation information.

4. Facilitates appropriate student placement in schools or programs, considering factors such as grade level, special 
needs, language proficiency, and attendance boundaries.

5. Processes and manages all student transfers between district schools and handles open enrollment requests in 
coordination with relevant administration.

6. Ensures strict compliance with local, state, and federal regulations for enrollment procedures and student data, 
including interpreting and implementing legal documentation.

7. Supports critical compliance reporting, preparing CRDC Reports, assisting the MARSS Coordinator with data 
extraction and error correction, and preparing for audits related to student data.

8. Collaborate with FIT Coordinators to ensure timely determination of McKinney Vento.

9. Develops and delivers comprehensive training programs for district clerical staff on enrollment procedures, SIS 
data entry, and compliance reporting.

10. Creates and updates training documentation and resources, conducting regular sessions for new policies and 
system updates to ensure staff understanding.

11. Participates in enrollment events (e.g., fairs, information sessions) to support and recruit new and returning 
families.



12. Coordinates closely with school administrators, counselors, and clerical staff to ensure smooth student transitions 
and timely resolution of enrollment issues.

13. Provides advanced problem solving and clerical support, utilizing advanced software skills to prepare complex 
correspondence, reports, tables, forms, and statistical information, and assisting with project coordination and 
issue resolution.

14. Manages communications with parents and staff regarding transportation issues, addressing and resolving 
concerns.

15. Provides as-needed support to the Transportation Department, assisting with centralized student transportation 
requests, managing large-scale annual transportation updates, and providing temporary coverage during staff 
shortages.

16. Supports critical data compliance and reporting by assisting with data collection and verification for federal, state, 
and local reports, including the CRDC and MARSS, and by managing census information.

17. Performs other related duties as assigned, contributing to the overall efficiency of district enrollment and student 
data management.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum six (6) years of progressively responsible administrative support experience in a complex, data-
intensive environment, preferably within a K-12 school district or large organization., OR a combination of 
education and experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Associate's or Bachelor's degree in Business Administration, Data Management, Education, or a related field.
• Direct experience with student enrollment management, state reporting (e.g., MARSS, CRDC), or student 

information system (SIS) administration in a K-12 school district.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Extensive knowledge of district policies, regulations, procedures, and processes.
• Comprehensive understanding of applicable state and federal rules, regulations, and policies related to student data 

and reporting (e.g., MARSS, CRDC).
• In-depth knowledge of district organizational structure, departmental functions, and student data needs.
• Expert knowledge of student information systems (SIS), particularly Infinite Campus and other specialized/custom 

applications relevant to the district.
• Expertise in the administration and use of Infinite Campus.



• Strong understanding of customer service principles and practices.
• Knowledge of district budgeting and payroll systems.
• Advanced to expert level personal computer operations and software applications. 
Skills
• Superior planning, organizing, and work prioritization skills, with the ability to work independently.
• Exceptional ability to meet predetermined deadlines while demonstrating flexibility with workload and priority 

shifts.
• Strong communication skills, both orally and in writing, for diverse audiences.
• Expertise in interpreting, explaining, and applying written and oral instructions, procedures, and regulations.
• Advanced problem-solving skills for unique and/or complex issues.
• Excellent public relations skills, dealing tactfully and diplomatically with staff, students, and the public.
• Ability to gain cooperation and conformance without direct authority.
• Proven ability to maintain confidentiality with highly sensitive information, issues, and situations. 
Abilities
• Work independently under administrative direction, exercising a high degree of initiative and judgment.
• Lead and direct the work of other support staff where applicable.
• Manage highly sensitive confidential information with discretion and integrity.
• Analyze complex data from various sources to identify errors and propose solutions.
• Deliver clear, effective, and engaging training programs to diverse staff audiences.
• Adapt quickly to changes in regulations, systems, and district needs.
• Collaborate effectively with multiple departments and stakeholders to achieve district goals.
• Resolve complex work problems and processes with creativity and tactical awareness.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.



RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Facilities Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Facilities Clerical

Department:
Facilities

Immediate Supervisor’s Position Title:
Facilities Manager

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the Facilities Clerical provides essential administrative and clerical support to the 
district's Facilities and Custodial/Engineering teams. This role is crucial for maintaining efficient operations, 
managing communication, and ensuring vital supplies and services are procured and tracked. The Facilities 
Clerical handles a diverse range of tasks from daily administrative support and data management to coordinating 
health and safety initiatives and assisting with vendor relationships, directly contributing to the well-being and 
functionality of district facilities.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Provides primary administrative support to facilities and operations staff, including answering phones, managing 
correspondence, and responding to emails.

2. Manages daily and weekly data entry and communication within the attendance system for custodial staff, 
ensuring accurate record-keeping and facilitating communication with engineers.

3. Coordinates the district's Health and Safety Emergency kits, including ordering products, managing inventory, 
and ensuring timely distribution to designated locations in both fall and spring.

4. Assists with staff accident and incident reporting on a monthly basis, entering data and supporting the 
documentation process.

5. Handles administrative workstation issues, assisting with badge or clearance problems for facilities staff.

6. Manages and updates spreadsheets for various facilities-related data, including granting system access when 
direct supervisors are unavailable.

7. Tracks and monitors District utility usage, helping to manage and report on district-wide consumption.

8. Processes and uploads utility invoices, ensuring each invoice is accurately attached to its corresponding work 
order.

9. Assists with the preparation and management of annual purchase orders for facilities, supporting the procurement 
process.

10. Manages fiscal year documentation, including organizing and removing records as required.

11. Utilizes DocuSign for various departmental processes and assists with bidding documentation.

12. Manages online supply orders for buildings, reviewing requests and coordinating approvals or denials after 
consulting with relevant staff.

13. Acts as a primary contact for key facilities contractors, overseeing contracts and scheduling services.



14. Coordinates the ordering and distribution of products for specific facility needs.

15. Participates in interview committees for facilities positions as needed.

16. Performs other related duties as assigned, contributing to the efficient operation of the Facilities department and 
district-wide support initiatives.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of administrative support, clerical, or office management experience, preferably in a 
facilities, operations, or school district environment., OR a combination of education and experience totaling 
(3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Principles and practices of office administration, record-keeping, and communication.
• Basic understanding of purchasing, inventory management, and vendor relations.
• Familiarity with safety protocols and emergency preparedness.
• Data entry procedures and information management systems.
• General knowledge of utility tracking and invoice processing.
• General knowledge of district operations and departmental functions.
Skills
• Strong organizational and time management skills to handle multiple tasks and priorities effectively.
• Excellent verbal and written communication skills for clear and professional interactions.
• Proficiency in Microsoft Office Suite, particularly Excel for tracking and reporting.
• Accurate data entry and attention to detail for maintaining precise records and financial documentation.
• Problem-solving skills to independently address administrative issues and inquiries.
• Interpersonal skills to build positive relationships with internal staff and external vendors.
Abilities
• Work independently with general supervision and manage a diverse workload.
• Prioritize tasks effectively to meet deadlines in a dynamic environment.
• Communicate clearly and professionally with a wide range of stakeholders.
• Quickly learn and adapt to new software and systems 
• Maintain meticulous records and ensure data integrity.



• Adapt to changing needs and unexpected requests within a facilities environment.
• Collaborate effectively with engineers, custodians, and other district staff.
• Learn and competently operate new technology systems relevant to the role.
• Provide clear and helpful information to a diverse range of stakeholders.
• Demonstrate initiative in identifying and addressing administrative needs.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 



Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
High School Attendance Clerical 

SECTION I:  GENERAL INFORMATION

Position Title:
High School Attendance Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
High School Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the High School Attendance Clerical provides essential administrative support primarily 
focused on managing student attendance at the high school. This role involves meticulous record-keeping, high-volume 
communication with families, and coordination with teachers and students to ensure accurate attendance data. The 
Attendance Clerical also contributes to the smooth daily operations of the main office by providing general 
administrative assistance and serving as a front-line point of contact for students, staff, and visitors.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages daily student attendance records, including listening to/reading voicemails, emails, texts, and electronic 
forms (such as ParentSquare)  to record all excused absences. 

2. Manages student late arrivals and early dismissals: This involves signing students in/out, verifying reasons, and 
updating records.

3. Tracks and follows up on unexcused absences/truancy, collaborating with administration or truancy officers as 
directed.

4. Processes and distributes attendance notifications, generating, printing, stuffing, and mailing or electronically 
sending 3-day and 7-day absence letters to families weekly. 

5. Coordinates with teachers and substitutes by preparing and managing attendance rosters for absent teachers. 

6. Communicates regularly with parents/guardians, teachers, and students regarding attendance issues, excused 
absences, and make-up work coordination with counselors. 

7. Assists with student transportation arrangements, particularly at the beginning of the school year and periodically 
throughout. 

8. Manages student locker assignments, especially at the start of the school year and as needed. 

9. Provides general main office support: greets and directs visitors, answers phone inquiries, processes general 
incoming/outgoing mail, and issues visitor passes and student passes. 

10. Assists the Senior Administrative Clerical with various general administrative tasks as needed, including minor 
student record changes and basic office supply support.

11. Corrects student attendance records for activities or field trips.

12. Participates in weekly Attendance Team meetings.

13. Performs other duties as requested, contributing to overall office efficiency.



SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of administrative or office clerical experience, preferably in a high-volume 
environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of office administration procedures and record-keeping.
• Understanding of attendance policies and school operational procedures.
• Familiarity with student information systems for data entry.
• Customer service principles for interacting with students, parents, and staff. 
Skills
• Exceptional organizational skills for managing high volumes of attendance information.
• Strong verbal and written communication skills for clear and empathetic interactions.
• Meticulous attention to detail and accuracy in data entry and record maintenance.
• Proficiency in using communication tools (voicemail, email, text, and other electronic systems like ParentSquare).
• Ability to manage multiple tasks and prioritize effectively. 
Abilities
• Work independently under general supervision.
• Handle high call and message volumes efficiently.
• Maintain strict confidentiality of student information.
• Communicate sensitively and clearly with diverse individuals.
• Adapt quickly to daily changes in attendance needs.
• Collaborate effectively with school staff and teams.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, √



feel)
Reach with hands and arms √

Climb or balance √
Stoop/kneel/crouch or crawl √

Talk and hear √
Taste and smell √

Lift & Carry:                                 Up to 10 lbs. √
Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
High School Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
High School Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
High School Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the High School Clerical serves as a vital administrative hub within the high school's main 
office, providing administrative support to the Principal and staff to ensure the efficient operation of the school. This 
role manages critical daily operations, including the coordination of substitute teachers, management of student records, 
assistance with major school events, and administrative aid to leadership, certified, and non-certified staff. Acting as a 
liaison for students, parents, and the community, this position also collaboratively develops inter-office operating 
procedures, navigates a dynamic environment, handles diverse responsibilities with exceptional organizational skills, 
systems proficiency, and a proactive approach, all while maintaining strict confidentiality.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Coordinates daily substitute teacher coverage, managing Frontline, preparing sub sheets/rosters, and assisting 
with sub onboarding.

2. Manages main office operations and communications, including screening calls, processing mail/forms/faxes, and 
serving as a central contact.

3. Provides staff administrative support, initial timesheet approval, manage time clock access, time-off requests, and 
managing access badges.

4. Oversees student identity and record management, coordinating Picture Day, ordering student ID cards when 
requested, managing photo uploads, and ordering diploma and certificates of attendance.

5. Assists with major school events, handling administrative aspects of Graduation (diplomas, programs, tickets) 
and Honors Night.

6. Manages staff onboarding and offboarding, setting up extensions, providing system access guidance, and 
ensuring checklist completion.

7. Prepare and distribute report cards.

8. Provides daily attendance support, taking calls, issuing passes, and marking absences in the student information 
system.

9. Generates specialized reports using the student information system for staff as needed.

10. Facilitates office supply inventory and ordering, maintains building supplies for copy machines/printers, and 
directing Student Cadets for deliveries.

11. Leads key summer administrative tasks, including creating class sections, updating summer mailers, and 
preparing teacher sub folders.



12. Coordinates schedule adjustments at the start of each school year, working with counselors to modify and 
distribute student schedules.

13. Provides administrative and operational assistance to administrators and district staff, adapting to changing needs.

14. Manages student records and requests: including previous student transcripts and replacement diploma 
information.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of administrative support or office clerical experience, preferably in an educational or 
community-focused setting, OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of general office administration, record-keeping, and event coordination.
• Familiarity with basic financial processes, including expense reimbursements and contract documentation.
• Familiarity with basic computer applications for document creation and data entry.
• Knowledge of or willingness to learn about American Indian Education programs, relevant state/federal 

regulations (e.g., Title VI, JOM), and cultural protocols.
• Proficiency in Microsoft Office Suite and other relevant software for document creation and data management
Skills
• Strong organizational skills to manage multiple tasks, records, and event logistics.
• Clear and professional verbal and written communication skills for note-taking, correspondence, and committee 

interactions.
• Attention to detail and accuracy in data entry, financial processing, and compliance documentation.
• Ability to solve routine administrative problems.
• Effective interpersonal skills for engaging with families, committee members, and staff.
Abilities
• Work effectively under general supervision, following instructions and procedures.
• Prioritize tasks and manage time effectively.
• Maintain strict confidentiality of sensitive student and program information.



• Communicate clearly and respectfully with diverse stakeholders, including families and community members.
• Adapt quickly to new administrative procedures and system functionalities.
• Collaborate effectively with the AIE Coordinator and other departmental staff.
• Demonstrate cultural sensitivity in all interactions related to the American Indian Education program.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 



Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
High School Registrar

SECTION I:  GENERAL INFORMATION

Position Title:
High School Registrar

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
High School Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Operating under minimal supervision, the High School Registrar serves as the confidential secretary to the counseling 
department, providing comprehensive administrative support to school counselors and site administration. This pivotal 
role involves meticulous management of highly sensitive student records and data, including processing complex 
enrollment and post-secondary application requirements. The Registrar acts as a primary liaison for students, families, 
and external entities, ensuring strict confidentiality, accuracy, and a welcoming environment while performing diverse 
clerical and data processing duties vital to the department's efficient operation.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Serve as confidential clerical to the counseling department, managing schedules, appointments, and the 
counseling calendar, while processing sensitive student, staff, and school district information with strict data 
privacy.

2. Act as the primary receptionist for the guidance office, greeting visitors, answering telephones, making 
appointments for students, and serving as an information liaison for students, parents, and other officials.

3. Manage and process student transcripts, including mid-year and end-of-year transcripts to colleges, processing 
requests from past and current students, providing education verification, and collecting/securing associated fees.

4. Assist students with college and scholarship applications, entering high school data and teacher 
recommendations.

5. Perform comprehensive student data entry and maintenance, including test scores, 504 plans, special services 
entries, foreign exchange student information, and student schedule changes.

6. Administer program-specific coordination, including managing PSEO (sending information/transcripts, inputting 
transcripts, verifying dates with schools) and CITS (rosters, sending/reviewing).

7. Administers student grading and report card processes, verifying entries, and managing grade 
changes/incompletes.

8. Compile and disseminate reports and data, including the annual school profile update, the college summary 
report, and other post-high school institutional information.

9. Coordinate and assist with various guidance office events, such as Honors Night (program creation, scholarship 
certificates, invitations, picture book preparation), Graduation (diploma ordering), Scholarship Night, Future 
Planning Night, 9th Grade Information Night, ACT/AP testing, and return-to-school events.

10. Provide regular communication and correspondence with counseling staff, students, and parents.



11. Maintain office security, which includes locking/unlocking doors, filing cabinets, and securing checks, cash, and 
personal data.

12. Assist in proofing and maintaining the counseling website.

13. Perform general clerical duties, including word processing and correspondence for staff, copying, filing, 
emailing, sending faxes, and using the Internet as necessary.

14. Send 504 Plans to parents and copies of the plan to applicable teachers at the beginning of each term.

15. Performs other duties as assigned or apparent to support the dynamic needs of the counseling office.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of administrative or office clerical experience, preferably in a high-volume 
environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Experience in a school office, guidance office, or registrar position.
• Familiarity with state reporting requirements for student data (e.g., MDE).
• Training in mental health first aid or crisis intervention.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Comprehensive knowledge of student record management principles, confidentiality laws, and educational data 

privacy.
• In-depth understanding of high school counseling office operations and student support services.
• Familiarity with college application processes, transcript requirements, and scholarship programs.
• Understanding of mental health support needs in a school environment and appropriate crisis response protocols.
Skills
• Exceptional organizational and record-keeping skills for accurate student data.
• Strong verbal and written communication skills for professional and empathetic interactions.
• Advanced data entry and systems management skills with high accuracy.
• Excellent problem-solving and independent judgment for complex issues.
• Effective interpersonal skills to create a welcoming and safe environment. 
Abilities
• Work independently with minimal supervision, demonstrating initiative and adaptability.
• Maintain strict confidentiality and personal sensitivity in all duties.
• Respond effectively to student crisis situations, following trained protocols.



• Analyze student records to identify critical information and potential concerns.
• Manage multiple, high-priority tasks simultaneously in a fast-paced setting. 

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
   Middle School Attendance Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Middle School Attendance Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
Middle School Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
The Middle School Attendance Clerical plays a dual and essential role in the daily operation of the middle school. This 
position is primarily responsible for managing all aspects of student attendance, ensuring accurate records, facilitating 
communication with families, and upholding school attendance policies. Additionally, this role provides support for 
middle school athletic and extracurricular activities. This position requires strong organizational skills, attention to 
detail, excellent communication, and the ability to manage multiple priorities in a dynamic middle school environment.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages daily student attendance records, accurately processing tardy arrivals, absences, and early dismissals 
based on various communication inputs (e.g., voicemails, emails, notes).

2. Communicate with students, teachers, and parents/guardians regarding attendance issues, excused absences, and 
related concerns. Create and distribute weekly announcements via SMORES and social media platforms

3. Tracks and follows up on unexcused absences, collaborating with administration as directed.

4. Administers and clearly communicates school attendance policies and procedures, and assists with preparing 
routine attendance notifications.

5. Serves as the primary liaison for attendance-related inquiries, resolving routine issues and directing complex 
cases.

6. Input out of School Suspensions into Infinite Campus and processes that paperwork to families.

7. Assists with the daily management of tracking student attendance and maintaining records.

8. Prepare and submit the annual school Disciplinary Incident Reporting System (DIRS) report 

9. Participate in Attendance Team meetings including sending letters and contract meeting notices as decided by the 
Attendance Team.

10. Maintains and updates middle school activity calendars and various communication channels.

11. Manages student locker assignments at the start of the school year and as needed throughout.

12. Managing the door to visitors and students entering the secure building including answering the intercom.

13. Assisting in planning Family Nights and Open Houses.

14.
15.

Create and present daily video announcements.
Provides general main office support, including greeting visitors, answering phones, and issuing visitor/student 
passes.



SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum two (2) years of administrative or office clerical experience, preferably in a high-volume 
environment. OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of office administration procedures and record-keeping.
• Understanding of attendance policies and school operational procedures.
• Familiarity with student information systems for data entry.
• Customer service principles for interacting with students, parents, and staff. 
Skills
• Exceptional organizational skills for managing high volumes of attendance information.
• Strong verbal and written communication skills for clear and empathetic interactions.
• Meticulous attention to detail and accuracy in data entry and record maintenance.
• Proficiency in using communication tools (voicemail, email, text, ParentSquare).
• Ability to manage multiple tasks and prioritize effectively. 
Abilities
• Work independently under general supervision.
• Handle high call and message volumes efficiently.
• Maintain strict confidentiality of student information.
• Communicate sensitively and clearly with diverse individuals.
• Adapt quickly to daily changes in attendance needs.
• Collaborate effectively with school staff and teams

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √



Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Middle School Clerical 

SECTION I:  GENERAL INFORMATION

Position Title:
Middle School Clerical

Department:
Teaching, Learning and Equity

Immediate Supervisor’s Position Title:
Middle School Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under minimal supervision, the Middle School Clerical plays a pivotal and central role in the daily operations and 
smooth functioning of the middle school office. This position serves as the primary point of contact for students, 
parents, staff, and visitors, navigating the unique energy and diverse needs of a middle school community. The Lead 
Clerical is responsible for managing a wide range of administrative, communication, and logistical tasks, often working 
autonomously and exercising independent judgment. This essential role requires exceptional organizational skills, a 
proactive approach, strong communication abilities, and the capacity to manage multiple priorities in a dynamic, fast-
paced environment where adaptability and responsiveness are key.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages overall office operations, acts as the primary point of contact, handles incoming communications, and 
ensures efficient information flow for students, parents, and staff.

2. Oversees the Frontline substitute management system to ensure adequate staff coverage, manages staff time clock 
issues, and processes Skyward timesheet and vacation first level approvals.

3. Manages student information in the student information system, processes enrollment changes, prints schedules 
and report cards, handles locker assignments, and assists with attendance.

4. Manages the school budget, processes purchase orders, handles all incoming money, prepares deposits, manages 
school debit cards, and processes invoices.

5. Provides high-level administrative support to the Principal and Assistant Principals, including calendar 
management, correspondence, and various operational needs.

6. Facilitates new staff onboarding, including network access and badge requests, and creates requisitions for job 
postings.

7. Manages copy machine operations (supplies, service), oversees mailroom functions, ensures security protocols, 
and is knowledgeable about building safety systems.

8. Maintains the security and confidentiality of all sensitive student, personnel, and financial information, ensuring 
accuracy of data input and record-keeping.

9. Handles routine issues and emergencies concerning employees and students, making independent or collaborative 
decisions to resolve situations effectively.

10. Assists parents with ParentPortal access, addresses inquiries, and maintains a welcoming and professional 
demeanor in all interactions.

11. Supports the coordination of school-wide events like picture day, assists with Master Schedule creation, and 
processes field trip and transportation requests.



12. Operates and troubleshoots various office equipment and utilizes assigned software systems efficiently.

13. Provides work direction to other assigned office personnel and offers guidance to school staff as needed.

14. Compiles information, prepares, and maintains a variety of comprehensive records and reports related to assigned 
activities.

15. Responsible for the daily opening and closing procedures of the main office when other key personnel are 
unavailable.

16. Performs other related duties as necessary to support the overall operations and needs of the school.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of administrative or office clerical experience, preferably in a school environment. 
OR a combination of education and experience totaling (3) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Experience in a secondary school setting.
• Experience handling school funds or budgets.
• Prior experience coordinating school-wide events or programs.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Deep knowledge of middle school office procedures, records, and operations.
• Strong understanding of substitute teacher systems.
• Proficient in student information systems for data entry, reporting, student records, and tracking support services.
• Knows middle school grading, attendance, disciplinary tracking, and event coordination.
Skills
• Excellent at managing high-volume tasks, parent inquiries, and deadlines.
• Superior verbal and written skills for empathetic, professional interactions with all.
• Resolves daily issues, diffuses minor conflicts, and adapts to demands.
• Meticulous accuracy in all data, records, and sensitive documents.
• Advanced skills in relevant software, including communication tools.
• Collaborates effectively with staff, students, and diverse parents; shows patience.
Abilities
• Works autonomously, uses sound judgment on student and parent issues.
• Manages tasks effectively in a dynamic, often emotional environment.
• Maintains strict privacy of sensitive information, understands FERPA.
• Adjusts quickly to new challenges, especially regarding student well-being and parent concerns.



• Provides clear, helpful guidance to the school community, including students and parents.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



 

 
POSITION DESCRIPTION 

HRIS/Payroll Supervisor 
 

SECTION I:  GENERAL INFORMATION 
 

Position Title: 
HRIS/Payroll Supervisor 

Department: 
Human Resources 

Immediate Supervisor’s Position Title: 
Director of Human Resources 

FLSA Status 
Non-Exempt 

Pay Grade Assignment:  Bargaining Unit: 
Executive Employees Association 

Accountable For (job titles): Payroll Clericals, Payroll Specialist 

General Summary of Purpose Of Job: 
Under minimal supervision, the HRIS/Payroll Systems Supervisor is a pivotal leadership position responsible for 
the functional design, configuration, and strategic oversight of the District's Human Resources Information 
System (HRIS) and Payroll operations. This role performs complex data analysis, leads the development and 
implementation of systems procedures, and provides technical leadership to the HR and Payroll staff, including 
direct supervision of the Payroll employees. The supervisor is responsible for ensuring data integrity, accurate 
system processing, compliance with federal/state reporting requirements, and optimizing the use of technology to 
enhance efficiency across the department and the District. 

 
SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

Duty 
No. 

Essential Duties: (These duties are a representative sample; position assignments may vary.) 

1. Supervises and manages the Payroll and HRIS staff, including the Lead Payroll Specialist, setting performance 
goals, assigning and reviewing work, and providing coaching, training, and development to ensure timely and 
accurate execution of all department functions. 

2. Acts as the subject matter expert and system administrator for the District's HRIS platform overseeing core 
system functionality, conducting regular system and process audits to ensure data integrity, and collaborating on 
system updates and upgrades. 

3. Serves as the primary contact between HR, Payroll, and District IT staff, focusing on functional system integrity 
and ensuring correct system processing. Collaborates with IT to manage technical integrations, implement system 
patches, and ensure the reliability of the system infrastructure. 

4. Provides functional oversight for the end-to-end processing of all scheduled and unscheduled payrolls, managing 
the accurate calculation of all compensation types (wages, overtime, stipends, etc.), tax withholdings, deductions 
(union dues, benefits, garnishments), and retirement contributions (PERA, TRA) in strict adherence to federal, 
state, and bargaining unit contracts. 

5. Collaborates closely with HR Specialists and the Benefits and Engagement Coordinator to validate high-impact 
employee data changes, including new hire onboarding, benefit deductions, leave accruals, and status changes, 
ensuring maximum data integrity within the HRIS. 

6. Serves as the primary advisor to all payroll staff by interpreting complex clauses within bargaining unit 
agreements and state/federal regulations, and translating them into documented standardized operating 
procedures (SOPs) and internal controls for accurate payroll execution. 



 

7. Develops and delivers advanced functional training to all HRIS/Payroll system users (payroll staff, HR 
specialists, benefits coordinator, and site clerical staff) on system best practices, compliance updates, and 
efficient data input methods to maximize departmental efficiency. 

8. Leads the preparation and complex reconciliation of quarterly and annual tax reports (e.g., W-2s, 941s), works 
with finance and accounting to reconcile the payroll sub-ledgers with the general ledger, and supports internal 
and external audits (including benefits and workers' compensation). 

9. Oversees and audits the maintenance of all employee data (new hires, terminations, status changes) and actively 
maintains and verifies Position Control records to align staffing requisitions with organizational budgets and 
approvals. 

10. Creates, analyzes, and prepares advanced query reports for internal management, external agencies, and 
government submission, utilizing HRIS tools for data verification, decision support, and compliance 
documentation. 

11. Serves as the first point of escalation for complex employee inquiries regarding pay, HRIS access, and 
corrections, ensuring high levels of customer service and clear communication across the District. 

12. Performs other duties as assigned, including stepping in to assist with escalated system or payroll crises. 

 
SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS 

 

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following: 

X High school diploma or GED. 

 Degree Required: 

X Required Work Experience in Addition to Formal Education/Training:   
Minimum five (5) years of demonstrated experience in advanced database management, HRIS 
administration, and/or payroll leadership, with at least two (2) years of HRIS experience.  

X Required Supervisory Experience: 
Minimum of one (1) year of supervisory experience (or demonstrated leadership experience over technical 
staff or functions). 

 
PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:  

• Bachelor’s degree in Management Information Systems, Human Resources, Finance, or a related field. 

• Experience in position control in a public sector or school district setting. 

 
LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring: 

None required. 

 
 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK 
Knowledge 
• Expert knowledge of HRIS/Payroll relational database structures, reporting tools, and data integration principles. 
• Comprehensive knowledge of federal and state payroll and employment regulations. 
• In-depth understanding of the payroll lifecycle, accounting principles related to payroll, and internal control best 

practices. 
• Proficiency with AS/400 and modern PC applications, including advanced spreadsheet/database management. 
• Expertise in analyzing and translating complex union/bargaining unit contract language and government mandates 



 

into system configuration and payroll rules. 
• Working knowledge of project management methodologies and change management principles for successful 

system upgrades and process rollout. 
Skills 
• Exceptional analytical and problem-solving skills to diagnose and resolve complex system and data integrity 

issues. 
• Demonstrated leadership and supervisory skills to manage technical functions and mentor staff effectively. 
• Strong verbal and written communication skills for training, documentation, and technical/non-technical audience 

presentations. 
• Proven ability to manage project timelines for system updates, implementations, and process streamlining. 
• Superior skills in developing and maintaining robust internal control procedures and documentation for audit 

readiness and data governance. 
Abilities 
• Independently manage and administer core HR/Payroll information systems and associated hardware/software. 

• Serve as a technical authority and strategic partner to HR and Finance leadership. 

• Uphold the highest level of confidentiality, ethical standards, and discretion with sensitive system and employee 
data. 

• Work effectively as a self-starter with minimal supervision, demonstrating initiative and strategic foresight. 

• Establish and maintain effective working relationships with the public, staff, and external technical consultants 
 

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities 
Employee is required to: Never 1-33% 

Occasionally 
34-66% 

Frequently 
66-100% Continuously 

Stand  √ √  
Walk   √  

Sit   √  
Use hands dexterously (use fingers to handle, 

feel) 
   √ 

Reach with hands and arms   √  
Climb or balance √    

Stoop/kneel/crouch or crawl  √   
Talk and hear    √ 

Taste and smell √    
Lift & Carry:                                 Up to 10 lbs.   √  

Up to 25 lbs.  √   
Up to 50 lbs. √    

Up to 100 lbs. √    
More than 100 lbs. √    

Vision Requirements: Yes No   
No special vision requirements  √    

Close Vision (20 in. of less)  √   
Distance Vision (20 ft. of more)  √   

Color Vision   √   
Depth Perception  √   
Peripheral Vision  √   

General Environmental Conditions: 
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate. 
General Physical Conditions: 
Work can be generally characterized as: 
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 



 

lift, carry, push, pull or otherwise move objects, including the human body. 
 

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS: 

N/A  

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL 
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position. 
 
 
_________________________________________________             ____________________ 
             Signature – Human Resources                                                               Date 
 
 
Job Classification History: 
Prepared by TS 9/2025 
Board Approval:  
Reviewed/updated: 
Reviewed/updated: 

 



POSITION DESCRIPTION
Payroll Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Payroll Clerical

Department:
Human Resources

Immediate Supervisor’s Position Title:
Payroll/HRIS Supervisor

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under administrative direction, the Executive Assistant - Payroll provides crucial, high-level administrative 
support while directly managing the accurate and timely execution of the district's comprehensive payroll 
operations. This role involves the meticulous processing of bi-weekly payrolls, detailed financial data 
management, reconciliation of information, and the completion of essential tax filings and liability payments. As a 
trusted point of contact, the Executive Assistant - Payroll supports employee inquiries, maintains absolute 
confidentiality, and ensures strict adherence to all financial regulations, demanding exceptional precision, strong 
independent problem-solving skills, and the ability to thrive under pressure with critical deadlines.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Process the bi-weekly payroll cycle, including tracking and reviewing electronic timesheets, and sending 
reminders for unsubmitted or incorrect entries.

2. Prepare semi-monthly payrolls by validating data, identifying discrepancies, and making necessary corrections 
and adjustments for precise employee compensation.

3. Research and respond to payroll-related inquiries from District staff concerning pay, deductions, benefits, time 
off, and tax implications.

4. Handle all confidential payroll and employee data with discretion, adhering strictly to privacy regulations and 
District policy.

5. Apply federal, state, and local tax regulations and retirement system implications to District benefits, employee 
deductions, and various compensation types to ensure accurate withholding and reporting.

6. Complete employment verifications by accurately responding to external inquiries via phone and written requests, 
and maintaining detailed records.

7. Maintain and update employee time off allocations (e.g., sick, vacation, personal leave) within the payroll system, 
reconciling balances for correct accruals and usage, and entering leave without pay (LWOP) transactions.

8. Maintain the payroll database and employee records through ongoing data validation, auditing, and timely entry 
of all employee changes (e.g., W-4s, bank/direct deposit, new employee files, PERA/TRA exclusion lists).

9. Run reports and initiate payments for all payroll-related liabilities, including Federal and State taxes, PERA, 
TRA, HRA, FLEX, 403(b)/TSA, Severances, Union Dues, Child Support, Levies, and other garnishments.

10. Process all types of compensation inputs, including paper invoices for W-2 employees, and preparing/uploading 
lists for curriculum, overloads, and co-curricular stipends.



11. Perform thorough payroll reconciliations, including Frontline/Skyward time off comparisons, and update 941 tax 
information on reconciliation spreadsheets.

12. Manage extra payroll runs as needed for missed paychecks, retro pay after new contracts are finalized, and 
summer contract payoffs, including handling returned payments and processing Void and Reissue payrolls.

13. Prepare and submit all required quarterly and annual tax and wage reports (e.g., Federal 941, MN Unemployment, 
MN State Tax Withholding), including preparing, mailing, and submitting annual W-2s to relevant agencies.

14. Complete the Annual Employment Census and update tax-exempt employee status annually.

15 Provide backup support for other positions within the Payroll Department and perform other related duties as 
assigned

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum six (6) years of progressively responsible experience in payroll processing, financial data 
management, or a closely related business support role is preferred, OR a combination of education and 
experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Minimum two (2) year college degree preferred.  Related coursework preferred.
• Experience in coordinating projects, logistics, and training events.
• Experience in school district setting preferred.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of union contracts and their direct impact on payroll processing, including wages, benefits, 

and deductions
• Good understanding of District policies, regulations, procedures, and processes relevant to payroll operations.
• Working knowledge of applicable federal, state, and local tax regulations (e.g., W-2, Federal 941), retirement 

implications, and other payroll-related compliance requirements (e.g., garnishments, child support, levies).
• Familiarity with District budgeting, payroll processing, bookkeeping, and basic accounting principles.
• Competency in modern office methods, practices, and procedures, including personal computer operations and 

various software applications.
• Good grasp of customer service principles and best practices in a financial support context. 
Skills
• Strong attention to detail and accuracy in data entry, calculations, reporting, and reconciliation tasks.
• Ability to identify and resolve routine payroll discrepancies and issues.



• Good verbal and written communication skills, with the ability to clearly convey payroll information to District 
staff.

• Skilled in organizing and prioritizing a workload, managing multiple tasks, and meeting deadlines.
• Proficient with computerized payroll and HR/financial software systems (e.g., Skyward, Frontline, or similar 

platforms) for data entry and basic reporting.
• Proficient data entry skills, including 10-key and keyboarding.
• Competent mathematical skills
• Proficient in utilizing standard software applications (e.g., Microsoft Excel, Word) for document creation, data 

management, and reporting. 
Abilities
• Perform calculations (add, subtract, multiply, divide, percentages) accurately.
• Work with minimal supervision and manage a consistent, time-sensitive workload.
• Communicate clearly and concisely.
• Identify and assist in resolving routine issues.
• Maintain a high level of accuracy and attention to detail.
• Learn and adapt to new technologies and processes.
• Uphold strict confidentiality and exercise discretion with sensitive information.
• Apply common sense understanding to carry out instructions furnished in written or oral form.
• Deal with routine problems in standardized situations.
• Develop and maintain effective working relationships.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.



RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:



 

 
POSITION DESCRIPTION 

Payroll Specialist 
 

SECTION I:  GENERAL INFORMATION 
 

Position Title: 
Payroll Specialist 

Department: 
Human Resources 

Immediate Supervisor’s Position Title: 
Payroll/HRIS Supervisor 

FLSA Status 
Non-Exempt 

Pay Grade Assignment:  Bargaining Unit: 
Executive Employees Association 

General Summary of Purpose Of Job: 
Under administrative direction, the Payroll Specialist serves as a subject matter expert and directly manages the 
comprehensive and accurate execution of the district's payroll operations. This high-level role involves the 
meticulous processing of multi-cycle payrolls, detailed financial data management, complex reconciliations, and 
the completion of all essential tax filings and liability payments. The Senior Payroll Specialist is a trusted point of 
contact for all payroll-related matters, maintains absolute confidentiality, and ensures strict adherence to all 
financial regulations. The position demands exceptional precision, strong independent problem-solving skills, and 
the ability to thrive under pressure with critical deadlines. 

 
SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

Duty 
No. 

Essential Duties: (These duties are a representative sample; position assignments may vary.) 

1. Serves as the lead for the payroll function, providing expert guidance, support, and direction to other staff 
regarding complex payroll issues and procedures. 

2. Manages and oversees the bi-weekly and semi-monthly payroll cycles, ensuring accurate data entry, processing, 
and timely submission for all employee types. 

3. Researches and resolves complex, escalated payroll inquiries from District staff concerning pay, deductions, 
benefits, time off, and tax implications, acting as the primary point of contact for difficult issues. 

4. Audits and validates all confidential payroll and employee data, ensuring strict adherence to privacy regulations 
and District policy. 

5. Acts as a subject matter expert on federal, state, and local tax regulations and retirement system implications to 
ensure accurate withholding and reporting for all employee compensation types. 

6. Oversees employment verifications by accurately responding to external inquiries via phone and written requests, 
and maintaining detailed records. 

7. Manages and performs complex reconciliations of all payroll-related liabilities, including Federal and State taxes, 
PERA, TRA, and other garnishments, ensuring timely payments and accurate reporting. 

8. Develops and maintains the payroll database and employee records through ongoing data validation and auditing, 
and timely entry of all employee changes. 

9. Coordinates and executes the preparation and submission of all required quarterly and annual tax and wage 
reports (e.g., Federal 941, MN Unemployment, MN State Tax Withholding), including the annual W-2 process. 

10. Leads the reconciliation process for all payroll inputs, including timekeeping, stipend lists, and compensation 
inputs, identifying and correcting discrepancies. 



 

11. Provides backup support for other positions within the Payroll Department and performs other related duties as 
assigned. 

12. Serves as a key collaborator with HR and Finance leadership on special projects, system upgrades, and process 
improvements to enhance payroll efficiency. 

13. Provide backup support for other positions within the Payroll Department and perform other related duties as 
assigned 

 
SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS 

 

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following: 

X High school diploma or GED. 

 Degree Required: 

X Required Work Experience in Addition to Formal Education/Training:   
Minimum five (5) years of progressively responsible experience in payroll processing, financial data 
management, or a closely related business support role is preferred, OR a combination of education and 
experience totaling six (6) years. 

 Required Supervisory Experience: 

 
PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:  

• Minimum two (2) year college degree preferred.  Related coursework preferred. 
• Experience in coordinating projects, logistics, and training events. 
• Experience in school district setting preferred. 

 
LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring: 

None required. 

 
 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK 
Knowledge 
• Expert knowledge of payroll principles, federal and state wage/hour laws, tax regulations, and accounting 

standards. 
• In-depth knowledge of union contracts and their direct impact on payroll processing. 
• Demonstrated expertise in an enterprise payroll and HRIS system for complex data management, reporting, and 

reconciliation. 
• Strong understanding of internal controls and audit preparation processes. 
Skills 
• Exceptional organizational, analytical, and problem-solving skills for high-volume, complex workloads. 
• Superior verbal and written communication skills to articulate complex payroll information clearly and effectively 

to diverse audiences. 
• Proven ability to lead, mentor, and train other staff members. 
• Advanced proficiency in data analysis and reconciliation using spreadsheets. 
Abilities 
• Independently analyze, diagnose, and resolve complex payroll and administrative problems. 
• Provide effective leadership and direction to the payroll team, fostering a collaborative and efficient work 

environment. 



 

• Maintain the highest level of confidentiality and exercise discretion with sensitive information. 
• Proactively identify opportunities to improve and streamline payroll processes. 
• Apply common sense understanding to carry out instructions furnished in written or oral form. 
• Develop and maintain effective working relationships. 

 

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities 
Employee is required to: Never 1-33% 

Occasionally 
34-66% 

Frequently 
66-100% Continuously 

Stand  √ √  
Walk   √  

Sit   √  
Use hands dexterously (use fingers to handle, 

feel) 
   √ 

Reach with hands and arms   √  
Climb or balance √    

Stoop/kneel/crouch or crawl  √   
Talk and hear    √ 

Taste and smell √    
Lift & Carry:                                 Up to 10 lbs.   √  

Up to 25 lbs.  √   
Up to 50 lbs. √    

Up to 100 lbs. √    
More than 100 lbs. √    

Vision Requirements: Yes No   
No special vision requirements  √    

Close Vision (20 in. of less)  √   
Distance Vision (20 ft. of more)  √   

Color Vision   √   
Depth Perception  √   
Peripheral Vision  √   

General Environmental Conditions: 
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate. 
General Physical Conditions: 
Work can be generally characterized as: 
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body. 

 
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS: 

N/A  

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL 
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position. 
 
 
_________________________________________________             ____________________ 
             Signature – Human Resources                                                               Date 
 
 
Job Classification History: 
Prepared by TS 9/2025 
Board Approval:  



 

Reviewed/updated: 
Reviewed/updated: 

 



POSITION DESCRIPTION
Senior Residential Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Senior Residential Clerical

Department:
Residential Programs

Immediate Supervisor’s Position Title:
Residential Principal

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under limited supervision, the Senior Residential Clerical provides advanced, comprehensive administrative and 
specialized operational support to the district's residential education programs and serves as a central hub for inter-
site coordination. This high-level role manages complex student data, oversees procurement and system support 
for multiple locations, provides direct main office support including emergency protocols, and ensures seamless 
coordination with internal and external partners for all residential students. This position requires exceptional 
organizational skills, technical proficiency, and the ability to act with discretion and initiative in a fast-paced 
environment.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages all student enrollment processes directly at the residential site, ensuring accurate record-keeping and 
communication with families.

2. Oversees complex student data management and reporting, including inputting IEP flags in the student 
information system, tracking IEP/disability codes, insurance settings, and due process timelines on spreadsheets, 
and preparing reports (e.g., Summer School report cards, progress reports).

3. Serves as a central liaison and technical support for all residential sites, troubleshooting Skyward/Frontline issues, 
managing ordering and subscriptions, and disseminating critical daily communications (e.g., staff 
presence/absence).

4. Manages procurement for all residential sites, including creating and processing purchase requisitions for general 
needs and summer programs.

5. Coordinates extensively with Northwoods teams regarding student transportation, attendance inquiries, and 
general communications, proactively resolving inter-team issues.

6. Processes and files various student-related documentation, including AJC forms, SPED documents, monthly due 
process paperwork and tuition agreements. Attends monthly due process meetings as requested by Supervisor.

7. Handles incoming communication for the main office, serving as a primary administrative contact and managing 
high-volume inquiries, including direct contact with police officers as needed and transportation of day treatment 
students.

8. Manages all transportation requests for residential students.

9. Implements and adheres to emergency medical protocols, including being medical certified to hand out 
medications, setting IVs (if certified and required by protocol), and utilizing communication devices during 
emergencies.



10. Manages student photo records in Infinite Campus for residential students, including coordinating unique school 
photos through Northwoods and photos for bus passes.

11. Manage tuition agreements (TA), ensuring all forms are completed, submitted to the appropriate district's 
MARSS Coordinator, and properly filed upon receipt of signatures.

12. Monitors students in designated areas, ensuring student safety.

13. Communicates directly with parents about program details, student progress, and sensitive legal matters (e.g., 
social worker, custody issues).

14. Assists in the training of new residential clerical staff, providing guidance on program procedures.

15. Performs other administrative and clerical duties as assigned, such as troubleshooting office equipment (copiers) 
and manually entering substitution data for staff.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of progressively responsible advanced administrative support or office management 
experience, preferably in a complex educational or residential setting. OR a combination of education and 
experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Associate's or Bachelor's degree in Business Administration, Office Administration, or a related field.
• Experience in a lead worker or training capacity within an office environment.
• Direct experience with student residential programs or special education administration.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Comprehensive knowledge of advanced office administration and record-keeping.
• In-depth understanding of student record management, including SPED, IEP, and due process.
• Proficiency in troubleshooting common software and hardware issues.
• Knowledge of medical administration protocols relevant to a school setting.
• Understanding of inter-departmental communication and coordination.
Skills
• Exceptional organizational and multi-tasking skills.
• Superior verbal and written communication skills for complex and sensitive topics.
• Advanced data entry and spreadsheet management skills.
• Strong problem-solving and critical thinking skills for technical and logistical challenges.
• Highly effective interpersonal skills for collaborating with diverse stakeholders.



Abilities
• Work independently with limited supervision, demonstrating high initiative and sound judgment.
• Prioritize and manage a high volume of complex tasks effectively.
• Maintain strict confidentiality of sensitive student, medical, and family information.
• Adapt quickly to changing priorities, technical issues, and emergency protocols.
• Provide clear, concise, and effective training and guidance to staff.
• Act calmly and effectively in emergency situations, administering care as certified.
• Serve as a central resource and coordinator for multiple program sites.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date



Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Special Services Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Special Services Clerical

Department:
Special Services

Immediate Supervisor’s Position Title:
Director of Special Services

FLSA Status
Non-Exempt

Pay Grade Assignment: Clerical Local 692, Exhibit 
A, Pay Group 4

Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under administrative direction, individuals holding the title of Special Services Clerical are critical cornerstones 
pivotal to the efficiency and effectiveness of the entire Special Services Department. These highly strategic, 
proactive, and exceptionally proficient professionals collectively navigate and orchestrate an extensive, multi-
faceted portfolio of responsibilities. Each specialist is assigned specific areas within this comprehensive scope, 
which collectively encompasses advanced-level administrative and operational leadership, meticulous 
management of complex financial lifecycles including Third Party Billing, expert administration of critical 
specialized information and technology systems, such as SPED Forms, and ensuring rigorous adherence to federal 
and state regulatory compliance. This team is instrumental in driving departmental continuity, coordinating 
diverse special service programs, and facilitating seamless internal and external communications. Success in these 
roles requires deep institutional knowledge of school district operations, superior problem-solving acumen, an 
unwavering commitment to confidentiality, and a proven capacity to lead and manage complex projects and 
processes for a large and dynamic department serving diverse student needs.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (Duties as assigned to all paraprofessionals and under the guidance of and in collaboration with 
a Journey Worker teacher)

1. Provide comprehensive, high-level administrative support to the Director(s), Assistant Director, and Supervisors 
of Special Services, serving as a primary point of contact for the entire department, managing communications 
(email, phone), complex correspondence, reports, and scheduling.

2. Lead the full recruitment support cycle for Special Services positions, including setting up interview schedules 
for certified and non-certified personnel, candidate outreach, preparing interview packets, and coordinating with 
HR and interview teams.

3. Oversee all departmental purchasing and financial administration, from obtaining vendor quotes, managing 
budget codes, and processing requisitions, invoices, and reimbursements in Skyward, to managing Third Party 
Billing cycles (including rate establishment, denial resolution, revenue maximization, and audit contact), mileage, 
and ensuring correct funding (e.g., MARRS numbers, Time and Effort reporting).

4. Coordinate and facilitate all departmental contracts with external vendors, ensuring proper documentation, 
compliance, and approvals in collaboration with relevant district personnel and board members.

5. Administer and maintain extensive student and staff data across various intricate systems (e.g., SPED Forms, 
Infinite Campus/I/C), managing record requests, staff database updates, daily enrollment accuracy, and 
overseeing confidential filing systems.



6. Manage the complete lifecycle of student referrals and evaluations, including processing CST logs, Help Me 
Grow, EOIM referrals (with timely parent contact), tracking students through evaluation processes, and ensuring 
all due process paperwork, IEPs, and physical/digital files are accurate and compliant.

7. Coordinate all aspects of Special Services student transportation, collaborating closely with caseworkers, clerical 
staff, and transportation providers for all student groups (e.g., ECSE, FIT).

8. Ensure departmental compliance with all relevant state and federal special education rules, regulations, policies, 
and procedures, including assisting with MDE compliance reviews and conducting annual Physical Hold 
reporting.

9. Develop, coordinate, and deliver mandatory training sessions for staff on MA billing, SPED Forms database 
requirements, and other relevant Special Services procedures, creating and presenting additional specialized 
training as needed.

10. Manage and lead complex special projects, including researching, compiling, and analyzing diverse data sources, 
building and managing Google Forms, and preparing sophisticated financial, statistical, and narrative reports to 
support decision-making.

11. Oversee the Special Services equipment database, including technology placement throughout the district and 
managing detailed inventory of federally funded equipment.

12. Manage and update all internal communication platforms (Special Services website, Google Groups), including 
new hire updates, form changes, and content for the Parent Advisory Council Special Education (PACSE).

13. Provide advanced administrative support for various special education programs, such as the T12 Bridge Program 
(enrollments, scheduling), and oversee the development and ordering of the SPED New Teacher Handbook.

14. Serve as a key liaison with other district units and external entities outside the district, independently resolving 
complaints and questions within established guidelines, and facilitating referrals, meetings, and conferences.

15. May provide work direction, oversight, and training to other clerical or support staff within the Special Services 
department.

16. Actively participate in scheduled staff meetings, in-service trainings, required conferences, and specific 
operational meetings (e.g., weekly check-ins, CST/ECS meetings), providing agenda and minutes support as 
necessary.

17 Perform additional related work in Special Services as required to support departmental needs.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum six (6) years of progressively responsible experience in advanced administrative support, preferably 
within a special education or healthcare setting, with experience in managing complex processes OR a 
combination of education and experience totaling seven (7) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Minimum two (2) year college degree preferred.  Related coursework preferred.
• Experience in coordinating projects, logistics, and training events.
• Experience in school district setting preferred.



LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Strong understanding of District policies, regulations, procedures, and processes.
• Thorough understanding of applicable state and federal rules, regulations, policies, and procedures, especially 

those related to special education (IDEA, Minnesota Department of Education) and Third-Party Billing.
• Expert-level knowledge of specialized educational software/platforms, including student information systems 

(e.g., Infinite Campus/I/C), Special Education data management systems (e.g., SPED Forms), and 
billing/reimbursement systems (e.g., MA billing processes).

• Knowledge of District budgeting, payroll processing, bookkeeping, and basic accounting principles.
• Proficiency in modern office methods, practices, and procedures, including advanced to expert-level personal 

computer operations and various software applications.
• Solid grasp of customer service principles and best practices.
Skills
• Exceptional proficiency in office software and systems: Advanced skills in Google Suite (Docs, Sheets, Forms, 

Drive, Calendar, Groups) and Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
• Highly skilled in planning, organizing, and prioritizing work effectively, managing multiple tasks independently, 

meeting deadlines, and adapting to changing priorities.
• Adept at analyzing and resolving complex problems, researching information, identifying discrepancies, and 

resolving administrative or procedural issues efficiently, even under pressure, while maintaining accuracy.
• Excellent verbal and written communication skills: Outstanding ability to interact effectively and professionally 

with diverse stakeholders (parents, staff, external agencies, leadership).
• Demonstrated experience managing high-volume data, complex filing systems, and sensitive confidential 

information.
• Proven experience in purchasing, budget tracking, and financial reconciliation processes.
• Proficient in utilizing advanced software applications for document creation, data management, and reporting.
• Capable of providing work direction, guidance, and training to others.
• Experience in coordinating projects, logistics, and training events.
Abilities
• Work independently and manage a diverse, high-volume workload effectively.
• Communicate complex information clearly and concisely.
• Troubleshoot and resolve issues efficiently.
• Maintain a high level of accuracy and attention to detail under pressure.
• Learn and adapt to new technologies and processes quickly.
• Uphold the highest standards of confidentiality: Handle highly sensitive and confidential information with utmost 

discretion and integrity (e.g., student records, personnel data).
• Demonstrate a high degree of initiative and proactive work ethic: Anticipate needs, implement improvements, and 

take ownership of projects and processes without constant direct supervision.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √



Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Technology Clerical

SECTION I:  GENERAL INFORMATION

Position Title:
Technology Clerical

Department:
Technology

Immediate Supervisor’s Position Title:
Director of Technology

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the Technology Clerical provides administrative and operational support to the 
district's Technology department. This role primarily focuses on managing user access, equipment logistics, and 
departmental records. The Technology Clerical acts as a key point of contact for district-wide technology 
inquiries, assists with procurement processes, and supports cyber security and compliance efforts, ensuring the 
smooth functioning of technology resources across the district.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages non-district user accounts, ensuring they are current and reflect accurate access permissions.

2. Collaborates with Human Resources to ensure new hires receive the correct technology access within the district's 
information systems.

3. Serves as the primary phone contact for technology inquiries for the entire district, providing initial support and 
directing calls as needed.

4. Assists with answering the main operator line for the district, supporting general communication flow.

5. Orders and organizes technology equipment (e.g., Chromebooks, phones) for distribution to various district sites 
by assigning help desk tickets for set up.

6. Provides administrative support to the technology staff, including serving as a liaison between the technology 
department, students and parents.

7. Updates and maintains non-district user contracts related to technology access including communicating access 
denials to non-district employees based on security protocols.

8. Coordinates the recycling process for outdated technology equipment, ensuring proper disposal.

9. Processes technology orders in collaboration with procurement staff and verifies order readiness.

10. Maintains a budget spreadsheet for the Technology department, tracking expenditures.

11. Assists with compliance reporting for technology-related operations.

12.  Assists in managing, interpreting and filing of E-rate budget codes for government-eligible technology items, 
ensuring proper categorization.

13. Performs other related duties as assigned, supporting the overall operations and efficiency of the Technology 
department.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS



EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum three (3) years of administrative support or office clerical experience, preferably in a technology-
focused or school district environment., OR a combination of education and experience totaling (4) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

• Associate's Degree or technical certification in Information Technology, Computer Science, or a related 
administrative field.

• One (1) year of experience in a technology department or help desk environment.
• Familiarity with common help desk ticketing systems or IT asset management software.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Working knowledge of general office administration procedures and record-keeping.
• Basic understanding of technology concepts, user access management, and equipment deployment.
• Familiarity with budget tracking and procurement processes.
• Customer service principles for assisting users with technology inquiries.
• Awareness of cyber security principles regarding access permissions.
Skills
• Strong verbal and written communication skills for phone support and email correspondence.
• Solid organizational skills for managing equipment, contracts, and records.
• Accurate data entry and attention to detail for user accounts and budget tracking.
• Proficiency in Microsoft Office Suite, particularly Excel for spreadsheets.
• Effective problem-solving skills for routine technical and administrative issues.
• Interpersonal skills for collaborating with HR, IT staff, and district employees.
Abilities
• Work effectively under general supervision.
• Prioritize and manage daily tasks efficiently.
• Learn and adapt to new technology systems and software quickly.
• Communicate technical information clearly to non-technical users.
• Maintain confidentiality of user data and security information.
• Collaborate effectively within a team environment.
• Provide accurate and timely administrative support.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √



Walk √
Sit √

Use hands dexterously (use fingers to handle, 
feel)

√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:
Prepared by TS 5/2025
Board Approval: 
Reviewed/updated:
Reviewed/updated:



POSITION DESCRIPTION
Transportation Clerical 

SECTION I:  GENERAL INFORMATION

Position Title:
Transportation Clerical 

Department:
Transportation

Immediate Supervisor’s Position Title:
Transportation Manager

FLSA Status
Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:
Under general supervision, the Transportation Clerical provides comprehensive administrative support to the 
district's Transportation Department, facilitating the safe and efficient movement of students. This role involves 
managing daily communications with transportation staff, parents, and schools, handling inquiries, and assisting 
with dispatch. This position includes maintaining accurate student and vehicle data, processing procurement 
requests, and ensuring records comply with state and federal transportation regulations. The Transportation 
Clerical contributes to the smooth operation of transportation services and assists staff in maintaining efficient and 
reliable student movement.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty 
No.

Essential Duties: (These duties are a representative sample; position assignments may vary.)

1. Manages primary communication for the Transportation Department, including answering high-volume phone 
calls, providing emergency dispatch support, and disseminating critical information to school staff and via Parent 
Square for delays, cancellations or schedule changes.

2. Operates and maintains real-time radio communication with bus drivers and supervisors, providing directions, 
updates, and addressing immediate operational needs.

3. Administers financial and procurement processes for the department, including receiving and processing bills, 
creating purchase orders, managing gas cards by vehicle, and processing household reimbursements for private 
school transportation.

4. Maintains comprehensive driver and vehicle records, including medical cards, driver's licenses, and MVRs, 
ensuring all records are current and compliant on a monthly basis. Schedules necessary training as needed.

5. Manages and updates various transportation-related data systems and spreadsheets, including student mileage for 
state reporting (FIT), vehicle mileage, driver compensation trip sheets, and preparing gasoline reports.

6. Supports new transportation employee onboarding, providing training on essential systems.
7. Compiles information from route surveys, bus safety and evacuations.
8. Facilitates district field trips and athletic transportation, coordinating logistics, preparing necessary paperwork, 

and distributing vehicle keys to coaches.
9. Ensures compliance with training mandates by verifying completion of online training and specialized state 

training for bus drivers and bus helpers.
10. Serves as a primary point of contact for parents and schools regarding bus routes, assignments, and 

arrival/departure times, resolving inquiries and coordinating communications.
11. Prepares and updates annual state transportation reports for various eligible riders (pre-kindergarten, 

kindergarten, regular education, special education).



13. Provides direct support to drivers by presenting forms and assisting with setting up bus information.
14. Performs general administrative duties such as processing and filing all transportation correspondence, 

maintaining records of employee absences, and typing reports.
15. Performs other related duties as assigned, contributing to the efficient operation of the Transportation 

Department.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.

Degree Required:

X Required Work Experience in Addition to Formal Education/Training: 
Minimum five (5) years of progressively responsible administrative, operations, or office management 
experience, preferably in a transportation, logistics, or school district setting, demonstrating a strong 
understanding of complex operational environments, OR a combination of education and experience totaling 
six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS: 

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK
Knowledge
• Comprehensive knowledge of district transportation operations, dispatch procedures, and relevant state/federal 

transportation regulations.
• Understanding of financial administrative processes (e.g., procurement, budgeting, invoicing, expense tracking, 

payroll coordination).
• Proficiency in software systems and various communication platforms.
• Meticulous record-keeping and data management principles for compliance, auditing, and reporting.
• Expertise in utilizing spreadsheet software for complex data analysis, tracking, and reporting.
• Principles of emergency response and safety protocols related to student transportation.
Skills
• Exceptional verbal and written communication for critical dispatch and stakeholder interactions.
• Superior organizational and project management for diverse, high-volume tasks.
• Advanced analytical and problem-solving for complex operational and financial issues.
• Highly adept at multitasking and prioritizing in fast-paced, high-pressure environments.
• Meticulous attention to detail and accuracy in all administrative tasks.
• Strong interpersonal and conflict resolution for sensitive communications.
• Proficiency in reading and interpreting maps for route guidance.
Abilities



• Work independently with minimal supervision, demonstrating initiative and sound judgment.
• Adapt quickly to changing demands, emergencies, and regulatory updates.
• Communicate complex logistical and sensitive information clearly.
• Leverage multiple software systems simultaneously to optimize workflows.
• Maintain absolute confidentiality of sensitive information.
• Provide effective training and guidance to staff on transportation systems.
• Contribute to continuous improvement of departmental operations.

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% Continuously

Stand √ √
Walk √

Sit √
Use hands dexterously (use fingers to handle, 

feel)
√

Reach with hands and arms √
Climb or balance √

Stoop/kneel/crouch or crawl √
Talk and hear √

Taste and smell √
Lift & Carry:                                 Up to 10 lbs. √

Up to 25 lbs. √
Up to 50 lbs. √

Up to 100 lbs. √
More than 100 lbs. √

Vision Requirements: Yes No
No special vision requirements √

Close Vision (20 in. of less) √
Distance Vision (20 ft. of more) √

Color Vision √
Depth Perception √
Peripheral Vision √

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate.
General Physical Conditions:
Work can be generally characterized as:
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

_________________________________________________             ____________________
             Signature – Human Resources                                                               Date

Job Classification History:



Prepared by TS 5/2025
Board Approval: 06/17/2025
Reviewed/updated:
Reviewed/updated:



HR/BS Services Committee Monthly Fund Balance Report
October 13, 2025 Committee Meeting

BUDGET SUMMARY 10/10/2025 Percent spent

REVENUES 25-26 25-26 25-26 25-26 25-26 10/10/2025

CURRENT YEAR ADOPTED BUDGET CURRENT YEAR REVISED BUDGET adptd 4.11.23RECEIVED TO YEAR TO DATE RECEIVED ENCUMBERED BUDGET BALANCE

FUND Jul-25 JULY 25-26 July -June July -June July -June

General 1 ($ 134,020,612.52)              ($ 137,502,407.11)                     ($ 21,598,013.57)                   ($ 15,225.55)        ($ 115,889,167.99) 16%

Food Service 2 ($ 6,120,000.00)                  ($ 6,120,000.00)                         ($ 44,551.42)                           ($ -  )                    ($ 6,075,448.58)    1%

Transportation 3 ($ 6,891,246.00)                  ($ 6,891,246.00)                         ($ 1,088,430.49)                     ($ -  )                    ($ 5,802,815.51)    16%

Community Ed 4 ($ 8,187,495.00)                  ($ 8,187,495.00)                         ($ 860,371.12)                         ($ -  )                    ($ 7,327,123.88)    11%

Operating Capital 5 ($ 3,016,924.00)                  ($ 3,016,924.00)                         ($ 366,691.09)                         ($ -  )                    ($ 2,650,232.91)    12%

Building Construction 6 ($ -  )                                    ($ -  )                                           ($ -  )                                       ($ -  )                    ($ -  )                     #DIV/0!

Debt Service Fund 7 ($ 27,857,301.00)                ($ 27,857,301.00)                       ($ 1,083,078.57)                     ($ -  )                    ($ 26,774,222.43)  4%

Trust Fund 8 ($ 320,000.00)                      ($ 320,000.00)                             ($ -  )                                       ($ -  )                    ($ 320,000.00)        0%

Dental Insurance Fund 20 ($ 959,836.00)                      ($ 959,836.00)                             ($ 256,028.09)                         ($ -  )                    ($ 703,807.91)        27%

Student Acitivity 79 ($ 313,509.00)                      ($ 313,509.00)                             ($ 68,644.48)                           ($ -  )                    ($ 244,864.52)        22%

REVENUES TOTALS: ($ 187,686,923.52)              ($ 191,168,718.11)                     ($ 25,365,808.83)                   ($ 15,225.55)        ($ -  )                ($ 165,787,683.73) 13%

EXPENSES 25-26 25-26 25-26 25-26 25-26

CURRENT YEAR ADOPTED  BUDGET CURRENT YEAR REVISED BUDGET adptd 4.11.23EXPENSES TO YEAR TO DATE EXPENSES ENCUMBERED BUDGET BALANCE

FUND Jul-25 JULY 25-26 July - June July -June July - June

General 1 ($ 128,823,880.11)              ($ 129,180,229.86)                     ($ 25,217,585.60)                   ($ 5,099,761.30)   ($ 98,862,882.96)  23%

Food Service 2 ($ 6,095,464.00)                  ($ 6,095,464.00)                         ($ 547,497.89)                         ($ 2,968,212.68)   ($ 2,579,753.43)    58%

Transportation 3 ($ 7,101,407.00)                  ($ 7,864,200.00)                         ($ 1,251,208.68)                     ($ 559,779.41)      ($ 6,053,211.91)    23%

Community Ed 4 ($ 7,725,252.00)                  ($ 7,725,252.00)                         ($ 1,296,920.35)                     ($ 92,470.32)        ($ 6,335,861.33)    18%

Operating Captial 5 ($ 7,035,624.00)                  ($ 7,035,624.00)                         ($ 2,818,363.42)                     ($ 723,728.00)      ($ 3,493,532.58)    50%

Building Construction 6 ($ -  )                                    ($ -  )                                           ($ 1,519,061.03)                     ($ 477,016.26)      ($ (1,996,077.29)   #DIV/0!

Debt Service Fund 7 ($ 27,394,520.00)                ($ 27,394,520.00)                       ($ 1,356,834.57)                     ($ -  )                    ($ 26,037,685.43)  5%

Trust Fund 8 ($ 270,842.00)                      ($ 270,842.00)                             ($ -  )                                       ($ -  )                    ($ 270,842.00)        0%

Dental Insurance Fund 20 ($ 1,025,548.00)                  ($ 1,025,548.00)                         ($ 389,754.19)                         ($ -  )                    ($ 635,793.81)        38%

Student Acitivity 79 ($ 311,758.00)                      ($ 311,758.00)                             ($ 62,973.23)                           ($ 14,215.40)        ($ 234,569.37)        25%

EXPENSES TOTALS ($ 185,784,295.11)              ($ 186,903,437.86)                     ($ 34,460,198.96)                   ($ 9,935,183.37)   ($ -  )                ($ 142,508,055.53) 24%

Extra Curricular Fund 01 Prog 298

Revenue ($ 39,673.78)          

Expense ($ 75,673.09)          



Fundraisers Reported
September 2025

The following fundraisers were reported in the above timeframe and per Policy 511–Fundraising, 
require School Board approval:

School Organization 
Fundraising

Estimated
Profit Description of Fundraiser

Congdon 5th Grade $8,000.00 Wolf Ridge Calendars

Denfeld

Josh Borchardt will be 
fundraising throughout 
the year from Oct 18 - 
March 1 through public 
speaking engagements 
and direct donations 
from participants

$5,000.00

Community fundraiser for the March 
BWCAW Dogsledding trip through 
Wintergreen Dogsled Lodge, $5,000 
fundraising goal.

Denfeld Denfeld Cheer $250.00 Dine to donate

Denfeld National Honor Society $2,700.00 Selling ribbons for cancer awareness

Denfeld Fine Arts Booster Club $1,000.00 Selling Poinsettias and Wreaths

Districtwide K.E.Y. Zone $4,500.00

We will have a thermometer goal to raise 
money with group prizes at each level 
such as dress up days. Funds will go 
towards scholarships for K.E.Y. Zone 
youth.

East Duluth East Bands $575.00 Betty's Pies Fundraiser for band tour to 
New Orleans in March of 2026

East Duluth East A’Capella 
Choir $1,000.00 Christmas Wreaths (Jen's Wreaths)

Lester Park School-wide $32,000.00 Fun Run

Lester Park 4th Grade $1,000.00
Selling Pizza at PTA Halloween Dance 
to earn money for 2026 5th Grade Wolf 
Ridge Trip



Lincoln Park Media Center $1,000.00 Scholastic Book Fair

Lincoln Park 6th Grade
$2,000.00

GiveMN donations for 7th grade field 
trips and education experiences

Lincoln Park 7th Grade

$2,500.00

Crowd Funding through GiveMN.org to 
provide experiential learning experiences 
and celebrations to students. This can 
include field trips, guest speakers and 
other opportunities as they arise. 

Lincoln Park 8th Grade

$2,500.00

Crowd Funding through GiveMN.org to 
provide experiential learning experiences 
and celebrations to students. This can 
include field trips, guest speakers and 
other opportunities as they arise. 

Lincoln Park Schoolwide

$7,500.00

Donation drive to raise funds and collect 
items (food, clothing, supplies, gift 
cards) for LPMS Community School 
students and families (school pantry, 
clothing closet, household/hygiene items, 
school supplies, grocery/gas gift cards, 
holiday/winter break resources for 
students/families, unique family needs, 
etc. A wish list of specific high-priority 
items/needs will be developed and shared 
with those who would like to contribute.

Ordean-East Classroom $3,000.00 Donations for seats on MN Fund Me

Ordean-East Library $1,500.00 Scholastic Book Fair

Stowe School forest $100.00
Food Truck called "Loose Caboose" 
donating 10% of sales (attending Stowe's 
Trunk or Treat event)















































 

 

October 6, 2025 

 

Independent School District No. 709, Duluth Public Schools, Minnesota 
Attention: Simone Zunich, Executive Director of Business Services 
709 Portia Johnson Drive 
Duluth, MN  55811 

 
 Re.     Underwriting Engagement Letter – Multiple Offerings 

Ms. Zunich: 

 On behalf of Robert W. Baird & Co. Incorporated (“we” or “Baird”), we wish to thank you for the 
opportunity to serve as sole or senior bookrunning managing underwriter for Independent School District No. 709, 
Duluth Public Schools, Minnesota (“you” or the “Issuer”) on your proposed offerings (the “Offerings”) of the 
following securities (the “Securities”): 

1. Approximately $38,659,960.45 General Obligation Capital Appreciation Facilities Maintenance Bonds, 
Series 2025A (the “2025A Bonds”) 

2. Approximately $9,795,000 Full Term Certificates of Participation, Series 2025B (the “2025B Certificates”) 

This letter will confirm the terms of our engagement; however, it is anticipated that, for each Offering, this letter 
will be replaced and superseded by a bond purchase agreement to be entered into by the parties (the “Purchase 
Agreement”) if and when the Securities are priced following successful completion of the Offering process. The 
Purchase Agreement will set forth the terms and conditions on which Baird will purchase the Securities.  

 1. Services to be Provided by Baird. The Issuer hereby engages Baird to serve as managing underwriter 
of each Offering, and in such capacity Baird agrees to provide the following services: 

• Review and evaluate the proposed terms of the Offerings and the Securities 

• Develop a marketing plan for the Offerings, including identification of potential purchasers 

• Assist in the preparation of the official statement and other Offering documents 

• Contact potential investors, provide them with Offering-related information, respond to their 
inquiries and, if requested, coordinate their due diligence sessions 

• Respond to inquiries from potential purchasers and, if requested, coordinate their due diligence 
calls and meetings 

• If the Securities are to be rated, assist in preparing materials to be provided to securities rating 
agency or agencies and in developing strategies for meetings with the rating agency or agencies to 
obtain a rating for the Securities 

• If the Securities are to carry bond insurance, assist in the preparation of information and materials 
to be provided to bond insurance companies and in the development of strategies for 
meetings/calls with the bond insurance companies 

• Inform the Issuer of the marketing and Offering process 

• Negotiate the pricing, including the interest rate, and other terms of the Securities 

• Obtain CUSIP number(s) for the Securities and arrange for their DTC book-entry eligibility 

• Submit documents and other information about the Offerings to the MSRB’s EMMA website 

• Plan and arrange for the closing and settlement of the issuance and the delivery of the Securities 

• Such other usual and customary underwriting services as may be requested by the Issuer 
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In addition, as part of our underwriting services, Baird may provide advice concerning the structure, timing, terms 
and other similar matters about the Offerings at the Issuer’s request. Please note that Baird would be providing such 
advisory services in its capacity as underwriter and not as a municipal advisor to the Issuer. 

 2. Fees and Expenses.  For each Offering, Baird’s proposed underwriting fee/spread will not exceed $12.50 
per $1,000 of the maturity value of the 2025A Bonds and $12.50 per $1,000 of the borrowing amount o the 2025B 
Certificates and will be reflected in the Purchase Agreement. The underwriting fee/spread will represent the 
difference between the price that Baird pays for the Securities and the public offering price stated on the cover of the 
final official statement, net of expenses paid by the underwriter. The underwriting fee/spread for an Offering will be 
contingent upon the closing of such Offering and the amount of the fee/spread will be based on the principal or par 
amount of the Securities.  

The Issuer shall be responsible for paying or reimbursing Baird for all costs of issuance for each Offering, including 
without limitation, CUSIP, DTC, IPREO (electronic book-running/sales order system); a day loan charge (currently 
at the rate of 1% per annum of the par amount); official statement printing and mailing/distribution charges; bond 
counsel, disclosure counsel and underwriter’s counsel fees; municipal advisory and other consultant fees; ratings 
agency fees and expenses and travel expenses directly related thereto; auditor and other expert fees; trustee, registrar 
and paying agent fees; and all other expenses incident to the performance of the Issuer’s obligations under the 
Offerings. However, Baird will be responsible for paying any fees to the MSRB in connection with the issuance of 
the Securities.  

 3.  Conflicts of Interest and Disclosures Pursuant to MSRB Rules. Baird is registered with the Municipal 
Securities Rulemaking Board (“MSRB”) and the SEC.  The MSRB website is www.msrb.org.  Two investor 
brochures, Information for Municipal Securities Investors and Information for Municipal Advisory Clients, describe 
the protections that may be provided by the MSRB’s rules. The brochures are available on the MSRB website.  The 
MSRB website also contains information about how to file a complaint with an appropriate regulatory authority. 

Baird makes the following conflict of interest and other disclosures as required by MSRB Rule G-17. 

• Disclosures Concerning the Underwriter’s Role: 
 

ο MSRB Rule G-17 requires an underwriter to deal fairly at all times with both issuers and investors. 
 

ο An underwriter’s primary role is to purchase the Securities with a view to distribution in an arm’s-
length commercial transaction with the Issuer. The underwriter has financial and other interests that 
differ from those of the Issuer. 

 
ο Unlike a municipal advisor, an underwriter does not have a fiduciary duty to the Issuer under the 

federal securities laws and is, therefore, not required by federal law to act in the best interests of the 
Issuer without regard to its own financial or other interests.  

 
ο The Issuer may choose to engage the services of a municipal advisor with a fiduciary obligation to 

represent the Issuer’s interest in this transaction. 
 

ο An underwriter has a duty to purchase the Securities from the Issuer at a fair and reasonable price but 
must balance that duty with its duty to sell the Securities to investors at prices that are fair and 
reasonable. 
 

ο An underwriter will review the official statement for the Securities in accordance with, and as a part of, 
its responsibilities to investors under the federal securities laws, as applied to the facts and 
circumstances of this transaction. 

 
• Disclosures Concerning the Underwriter’s Compensation: 

 
Payment or receipt of the underwriting fee or discount for an Offering will be contingent on the closing of such 
Offering and the amount of the fee or discount may be based, in whole or in part, on a percentage of the principal 
amount of the Securities. While this form of compensation is customary in the municipal securities market, it 
presents a conflict of interest since the underwriter may have an incentive to recommend to the Issuer a transaction 
that is unnecessary or to recommend that the size of the transaction be larger than is necessary. 
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• Baird-Specific Conflicts of Interest Disclosures: 

 
Baird is a full-service securities firm and as such Baird and its affiliates may from time to time provide advisory, 
brokerage, consulting and other services and products to municipalities, other institutions, and individuals including 
the Issuer, certain Issuer officials or employees, and potential purchasers of the Securities for which Baird may 
receive customary compensation; however, such services are not related to the Offerings. Baird has previously 
served as underwriter, placement agent or municipal advisor on other bond offerings and financings for the Issuer 
and expects to serve in such capacities in the future. Baird is currently providing dissemination agent services to the 
Issuer. Baird may also be engaged from time to time by the Issuer to manage investments for the Issuer (including 
the proceeds from the Offerings) through a separate contract that sets forth the fees to be paid to Baird.  Baird may 
compensate its associates for any referrals they have made that resulted in the Issuer’s selection of Baird to serve as 
underwriter on the Offerings.  Baird manages various mutual funds, and from time to time those funds may own 
bonds and other securities issued by the Issuer (including the Securities). Additionally, clients of Baird may from 
time to time purchase, hold and sell bonds and other securities issued by the Issuer (including the Securities). 
 
In the ordinary course of fixed income trading business, Baird may purchase, sell, or hold a broad array of 
investments and may actively trade securities and other financial instruments, including the Securities and other 
municipal bonds, for its own account and for the accounts of customers, with respect to which Baird may receive a 
mark-up or mark-down, commission or other remuneration.  Such investment and trading activities may involve or 
relate to the Offerings or other assets, securities and/or instruments of the Issuer and/or persons and entities with 
relationships with the Issuer.  Spouses and other family members of Baird associates may be employed by the 
Issuer. 
 
Baird has not identified any other actual or potential material conflicts of interest. 

• Disclosures of Material Financial Characteristics and Material Financial Risks.   

ο Accompanying this letter is a disclosure document describing the material financial characteristics 
and material financial risks of the Securities as required by MSRB Rule G-17. 

 4. Term and Termination.  The term of this engagement shall extend from the date of this letter to the 
closing of the final Offering. Notwithstanding the foregoing, either party may terminate Baird’s engagement at any 
time without liability of penalty upon at least 30 days’ prior written notice to the other party.  If Baird’s engagement 
is terminated by the Issuer, the Issuer agrees to reimburse Baird for its out-of-pocket expenses incurred until the date 
of termination.  

 5. Indemnification; Limitation of Liability. The Issuer agrees that neither Baird nor its employees, 
officers, agents or affiliates shall have any liability to the Issuer for the services provided hereunder except to the 
extent it is judicially determined that Baird engaged in gross negligence or willful misconduct.  In addition, to the 
extent permitted by applicable law, the Issuer shall indemnify, defend and hold Baird and its employees, officers, 
agents and affiliates harmless from and against any losses, claims, damages and liabilities that arise from or 
otherwise relate to this letter, actions taken or omitted in connection herewith, the offering materials, or the 
transactions and other matters contemplated hereby, except to the extent such losses, claims, damages or liabilities 
are judicially determined to be the result of Baird’s gross negligence or willful misconduct. Any Purchase 
Agreement executed in connection with the Offerings will contain indemnification provisions for the benefit of 
Baird, on terms consistent with industry standards. 

 6. Miscellaneous.  This letter shall be governed and construed in accordance with the laws of the State of 
Minnesota.  This letter contains the entire agreement between the parties relating to the rights granted herein and 
obligations assumed herein.  This letter may not be amended or modified except by means of a written instrument 
executed by both parties hereto.  This letter may not be assigned by either party without the prior written consent of 
the other party. The Issuer acknowledges that Baird may, at its option and expense and after announcement of each 
Offering, place announcements and advertisements or otherwise publicize a description of the Offerings and Baird’s 
role in them on Baird’s website and/or other marketing material and in such financial and other newspapers and 
journals as it may choose, stating that Baird has acted as underwriter for the Offerings. The Issuer also agrees that 
Baird may use the Issuer’s name and logo or official seal for these purposes. 
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In addition, the Issuer agrees that all opinions of counsel written in connection with the Offerings, including but not 
limited to those opinions from bond counsel and issuer counsel, will include Baird as an addressee or alternatively 
will be accompanied by letters from such counsel entitling Baird to rely on such opinions. 

If there is any aspect of this letter that requires further clarification, please do not hesitate to contact us.  In addition, 
please consult your own financial and/or municipal, legal, accounting, tax and other advisors as you deem 
appropriate.  We understand that you have the authority to bind the Issuer by contract with us, and that you are not a 
party to any conflict of interest relating to the Offerings.  If our understanding is not correct, please let us know. 

Please evidence your receipt and agreement to the foregoing by signing and returning this letter.  

Again, we thank you for the opportunity to assist you with the Offerings and the confidence you have placed in us. 

 

Very truly yours, 

ROBERT W. BAIRD & CO. INCORPORATED 

 

By:__________________________________ 
 Michael Hoheisel, Managing Director 

 

 
INDEPENDENT SCHOOL DISTRICT NO. 709,  
DULUTH PUBLIC SCHOOLS, MINNESOTA 

 

 

By:_________________________________ 
Kelly Durick-Eder, Board Chair  
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. 
 

 Disclosures of Material Financial Characteristics  
and Financial Risks of Proposed Offering of Fixed Rate Bonds 

 
Robert W. Baird & Co. Incorporated (“Baird”) has been engaged as underwriter or placement agent for the proposed 
offering by you (or the “Issuer”) of fixed rate bonds, notes, certificates of participation or other debt securities 
(“Fixed Rate Bonds”), to be sold on a negotiated basis. The following is a general description of the financial 
characteristics and security structures of Fixed Rate Bonds, as well as a general description of certain financial risks 
that you should consider before deciding whether to issue Fixed Rate Bonds.   
   
This document is being provided to an official of the Issuer who has the authority to bind the Issuer by contract with 
Baird, who does not have a conflict of interest with respect to the offering.  
 
If the Fixed Rate Bonds proposed to be issued are “conduit revenue bonds,” you will be a party to the bond purchase 
agreement and certain other legal documents to be entered into in connection with the issuance, but the material 
financial risks described below will be borne by the borrower or obligor, as set forth in those legal documents. 
 
Financial Characteristics 
Maturity and Interest.  Fixed Rate Bonds are interest-bearing debt securities issued by state and local governments, 
political subdivisions and agencies or authorities, such as the Issuer. Maturity dates for Fixed Rate Bonds will be 
fixed at the time of issuance and may include serial maturities (specified principal amounts are payable on the same 
date in each year until final maturity) or one or more term maturities (specified principal amounts are payable on 
each term maturity date) or a combination of serial and term maturities. Maturity dates, including the final maturity 
date, are subject to negotiation and will be reflected in the official statement. At each maturity, the scheduled 
principal or par amount of the Fixed Rate Bonds will have to be repaid.  
 
Fixed Rate Bonds will pay fixed rates of interest typically semi-annually on scheduled payment dates, although 
some Fixed Rate Bonds may accrue interest to be paid at maturity. Such bonds are often referred to as capital 
appreciation or zero-coupon bonds. The interest rates to be paid on Fixed Rate Bonds may differ for each series or 
maturity date. The specific interest rates will be determined based on market conditions and investor demand and 
reflected in the official statement for the Fixed Rate Bonds. Fixed Rate Bonds with longer maturity dates will 
generally have interest rates that are greater than securities with shorter maturity dates. 
   
Redemption.  Fixed Rate Bonds may be subject to optional redemption, which allows the Issuer, at its option, to 
redeem some or all of the Fixed Rate Bonds on a date prior to scheduled maturity, such as in connection with the 
issuance of refunding bonds to take advantage of lower interest rates. Fixed Rate Bonds may be subject to optional 
redemption only after the passage of a specified period of time from the date of issuance, and upon payment of the 
redemption price set forth in the official statement for the Fixed Rate Bonds, which typically is equal to the par 
amount of the Fixed Rate Bonds being redeemed (plus accrued interest) but may include a redemption premium. 
The Issuer will be required to send out a notice of optional redemption to the holders of Fixed Rate Bonds, usually a 
certain period of time prior to the redemption date. Fixed Rate Bonds with term maturity dates also may be subject 
to mandatory sinking fund redemption, which requires the Issuer to redeem specified principal amounts of the Fixed 
Rate Bonds annually in advance of the term maturity date. The mandatory sinking fund redemption price is 100% of 
the principal amount of the Fixed Rate Bonds to be redeemed. Fixed Rate Bonds may also be subject to 
extraordinary or mandatory redemption upon the occurrence of certain events, authorizing or requiring you to 
redeem the Fixed Income Bonds at their par amount (plus accrued interest). 
 
Credit Enhancements.  Fixed Rate Bonds may feature credit enhancements, such as an insurance policy provided by 
a municipal bond insurance company that guarantees the payment of principal of and interest on the bonds when due 
in the event of default. Other credit enhancements could include a letter of credit provided by a financial institution, 
or financial support from a state agency. 
 
Tax Status. If Fixed Rate Bonds are intended to be tax-exempt, counsel will provide an opinion that interest on the 
Fixed Rate Bonds will be excluded from gross income for federal income tax purposes. Certain Fixed Rate Bonds 
may also be exempt from state personal income tax.  
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Some Fixed Rate Bonds (or a portion of those being issued) may be taxable, meaning that interest on the Fixed Rate 
Bonds will be included in gross income for federal income tax purposes.  
 
Security 
Payment of principal of and interest on a municipal security, including Fixed Rate Bonds, may be backed by various 
types of pledges and forms of security, some of which are described below. The security for Fixed Rate Bonds will 
vary, depending on whether they are general obligation bonds, revenue bonds, conduit bonds or other types. 
 
General Obligation Bonds  
“General obligation bonds” are debt securities to which your full faith and credit is pledged to pay principal and 
interest. If you have taxing power, generally you will pledge to use your ad valorem (property) taxing power to pay 
principal and interest. Ad valorem taxes necessary to pay debt service on general obligation bonds may not be 
subject to state constitutional property tax millage limits (an unlimited tax general obligation bond). The term 
“limited” tax is used when such limits exist. General obligation bonds constitute a debt and, depending on applicable 
state law, may require that you obtain approval by voters prior to issuance. In the event of default in required 
payments of interest or principal, the holders of general obligation bonds have certain rights under state law to 
compel you to impose a tax levy.  
 
Revenue Bonds  
“Revenue bonds” are debt securities that are payable only from a specific source or sources of revenues that are 
generated from a particular enterprise or service you offer, such as water, electricity, sewer, health care, housing, 
transportation, toll roads and bridges, parking, parks and recreation fees, and stadiums and entertainment facilities. 
Revenue bonds are not a pledge of your full faith and credit and you are obligated to pay principal and interest on 
your revenue bonds only from the revenue source(s) specifically pledged to the bonds. Revenue bonds do not permit 
the bondholders to compel you to impose a tax levy for payment of debt service. Pledged revenues may be derived 
from operation of the financed project or system, grants, license or user fees, or excise or other specified taxes. 
Generally, subject to state law or local charter requirements, you are not required to obtain voter approval prior to 
issuance of revenue bonds. If the specified source(s) of revenue become inadequate, a default in payment of 
principal or interest may occur. Various types of pledges of revenue may be used to secure interest and principal 
payments on revenue bonds. The nature of these pledges may differ widely based on state law, the type of issuer, the 
type of revenue stream and other factors. Some revenue bonds may be backed by your full faith and credit or moral 
obligation. A moral obligation is a non-binding covenant by you to make a budget recommendation to your 
legislative body to appropriate moneys needed to make up any revenue shortfall in order to meet debt service 
obligations on the revenue bonds, but the legislative body is not legally obligated to make such appropriation.  
 
Certain revenue bonds may be structured as certificates of participation, which are instruments evidencing a pro rata 
share in a specified pledged revenue stream, usually lease payments that are typically subject to annual 
appropriation. With certificates of participation, the lessor or party receiving payments assigns those payments to a 
trustee that distributes them to the certificate holders. Certificates of participation do not constitute general 
obligation indebtedness of the issuer or municipality and are not backed by a municipality’s full faith and credit or 
taxing power. Certificates of participation are payable solely from specific revenue sources. 
 
Tax Increment or Tax Allocation Bonds 
“Tax increment” or “tax allocation” bonds are a form of revenue bonds that are payable from the incremental 
increase in taxes realized from any appreciation in property values resulting from capital improvements benefitting 
the properties located in a particular location such as a tax incremental district. They are commonly used to 
redevelop, add infrastructure or otherwise improve a blighted, neglected or under-utilized area to encourage 
development in that area. Tax increment bonds may also be payable from increased sales taxes generated in a 
designated district. The proceeds of an issuance of tax increment or tax allocation bonds are typically applied to pay 
the costs of infrastructure and other capital improvements in the designated district. The incremental taxes or other 
revenues may not be sufficient to meet debt service obligations on the tax increment or tax allocation bonds. Some 
tax increment or tax allocation bonds may also be backed by an issuer’s full faith and credit or moral obligation.   
 
Conduit Bonds 
Conduit revenue bonds may be issued by a governmental issuer acting as conduit for the benefit of a private sector 
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entity or a 501(c)(3) organization (the “borrower” or “obligor”). Industrial revenue bonds are a form of conduit 
revenue bonds. Conduit revenue bonds commonly are issued for not-for-profit hospitals, health care facilities, 
educational institutions, single and multi-family housing, airports, industrial or economic development projects, 
corporations, and student loan programs, among other borrowers or obligors. Principal and interest on conduit 
revenue bonds normally are paid exclusively from revenues pledged by the borrower or obligor. Unless otherwise 
specified under the terms of the bonds, you are not required to make payments of principal or interest if the borrower 
or obligor defaults.  
 
Charter School Bonds 
Fixed Rate Bonds issued for the benefit of charter schools are a form of conduit revenue bonds. They are issued by a 
government entity acting as a conduit for the benefit of a charter school. The charter school is the borrower or 
obligor for the bonds. Principal and interest on charter school bonds normally are paid exclusively from revenues 
pledged by the charter school. Unless otherwise specified under the terms of the bonds, you are not required to make 
payments of principal or interest if the charter school defaults. 
  
Financial and Other Covenants 
Issuers of Fixed Rate Bonds (and/or obligors) may be required to agree to certain financial and other covenants 
(such as debt service coverage ratios) that are designed to protect bond holders. Covenants are a form of additional 
security. The failure to continue to meet covenants may trigger an event of default or other adverse consequences to 
you and/or the obligor giving bond holders certain rights and remedies.  
 
The description above regarding “Security” is only a brief summary of certain possible security provisions for the 
Fixed Rate Bonds and is not intended as legal advice. You should consult with your bond counsel for further 
information regarding the security for the Bonds.  
 
Financial Risk Considerations 
Certain risks may arise in connection with your issuance of Fixed Rate Bonds, including some or all of the following 
(generally, the borrower or obligor, rather than you, will bear these risks for conduit revenue bonds): 
 
Issuer Default Risk 
You (or the obligor) may be in default if the funds pledged to secure Fixed Rate Bonds are not sufficient to pay debt 
service on the bonds when due.  The consequences of a default may be serious for you (and/or the obligor) and, 
depending on applicable state law and the terms of the authorizing documents, the holders of the bonds may be able 
to exercise a range of available remedies against you (or the obligor). For example, if Fixed Rate Bonds are secured 
by a general obligation pledge, you may be ordered by a court to raise taxes. Other budgetary adjustments also may 
be necessary to enable you to provide sufficient funds to pay debt service on the bonds. If the Fixed Rate Bonds are 
revenue bonds, you (or the obligor) may be required to take steps to increase the available revenues that are pledged 
as security for the bonds. A default may negatively impact your (or the obligor’s) credit ratings and may effectively 
limit your (or the obligor’s) ability to publicly offer bonds or other securities at market interest rate levels. Further, if 
you (or the obligor) are unable to provide sufficient funds to remedy the default, subject to applicable state law and 
the terms of the authorizing documents, you (or the obligor) may find it necessary to consider available alternatives 
under state law, including (for some issuers) state-mandated receivership or bankruptcy. A default also may occur if 
you (or the obligor) are unable to comply with covenants or other provisions agreed to in connection with the 
issuance of the Fixed Rate Bonds. 
   
This description is only a brief summary of issues relating to defaults and is not intended as legal advice. You should 
consult with your bond counsel for further information regarding defaults and remedies. 
 
Redemption Risk 
Your (or the obligor’s) ability to redeem Fixed Rate Bonds prior to maturity may be limited, depending on the terms 
of any optional redemption provisions. In the event that interest rates decline, you (or the obligor) may be unable to 
take advantage of the lower interest rates to reduce debt service. In addition, if Fixed Rate Bonds are subject to 
extraordinary or mandatory redemption, you (or the obligor) may be required to redeem the bonds at times that are 
disadvantageous. 
 
Refinancing Risk 
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If your (or the obligor’s) financing plan contemplates refinancing some or all of the Fixed Rate Bonds at maturity 
(for example, if there are term maturities or if a shorter final maturity is chosen than might otherwise be permitted 
under the applicable federal tax rules), market conditions or changes in law may limit or prevent you (or the obligor) 
from refinancing those bonds when required. Further, limitations in the federal tax rules on advance refunding of 
bonds (an advance refunding of bonds occurs when tax-exempt bonds are refunded more than 90 days prior to the 
date on which those bonds may be retired) may restrict your (or the obligor’s) ability to refund the Fixed Rate Bonds 
to take advantage of lower interest rates.  
 
Reinvestment Risk 
You (or the obligor) may have proceeds of the Fixed Rate Bonds to invest prior to the time that you (or the obligor) 
are able to spend those proceeds for the authorized purpose. Depending on market conditions, you (or the obligor) 
may not be able to invest those proceeds at or near the rate of interest that you (or the obligor) are paying on the 
bonds, which is referred to as “negative arbitrage”.   
 
Tax Compliance Risk (applicable if the Fixed Rate Bonds are tax-exempt bonds) 
The issuance of tax-exempt bonds is subject to a number of requirements under the United States Internal Revenue 
Code, as enforced by the Internal Revenue Service (IRS), and, if applicable, state tax laws. You (and the obligor) 
must take certain steps and make certain representations prior to the issuance of tax-exempt bonds. You (and the 
obligor) also must covenant to take certain additional actions after issuance of the tax-exempt bonds. A breach of the 
representations or a failure to comply with certain tax-related covenants may cause the interest on the Fixed Rate 
Bonds to become taxable retroactively to the date of issuance of the bonds, which may result in an increase in the 
interest rate that you (or the obligor) pay on the bonds or the mandatory redemption of the bonds. The IRS also may 
audit you (or the obligor) or the Fixed Rate Bonds or your (or the obligor’s) other bonds, in some cases on a random 
basis and in other cases targeted to specific types of bond issues or tax concerns. If the Fixed Rate Bonds are 
declared taxable, or if you (or the obligor) are subject to audit, the market price of the Fixed Rate Bonds and/or your 
(or the obligor’s) other bonds may be adversely affected.  Further, your (or the obligor’s) ability to issue other tax-
exempt bonds also may be limited.   
 
This description of tax compliance risks is not intended as legal advice and you should consult with your bond 
counsel regarding tax implications of issuing Fixed Rate Bonds. 
 
Continuing Disclosure Risk. 
In connection with the issuance of Fixed Rate Bonds, you (and/or the obligor) may be subject to continuing 
disclosures which require dissemination of annual financial and operating information and notices of material 
events. Compliance with these continuing disclosure requirements is important and facilitates an orderly secondary 
market. Failure to comply with continuing disclosure requirements may affect the liquidity and marketability of the 
Fixed Rate Bonds, as well as your (and/or the obligor’s) other outstanding securities. Because instances of material 
non-compliance with previous continuing disclosure requirements must be disclosed in an official statement, failure 
to comply with continuing disclosure requirements may also make it more difficult or expensive for you (or the 
obligor) to market and sell future bonds. 
 

Docusign Envelope ID: E5A44AE2-D59F-4CB5-B727-D6541E732377



Expenditure Contracts Signed 
September 2025

For your information, the Superintendent or the CFO, Executive Director of Business Services has signed 
the following expenditure contracts during the above timeframe.

* Not to Exceed:  If asterisk is noted, then the contract has a guaranteed maximum price; District may 
not pay more than the dollar amount listed (this does not mean the vendor will invoice this amount and 
may invoice much less). 

** Contract is paid via monies from:
DR = Department Restricted (LTFM, Indian Education Funds, Compensatory, Achievement Integration)
DU = Department Unrestricted (General Fund)
G = Grant (external grants from foundations such as Northland, Duluth Superior Area Community)
SAF = Student Activity Funds (monies raised by students, gate fees, etc.)

Name Amount* Contract Source** Description 

TeamWorks $4,000.00* Superintendent’s Office 
(DU) TeamWorks Innovation Lab 2025-26

Commercial Shade & 
Blind LLC $26,118.00* Facilities (DR) Quote #4398 Lowell Window Shade 

Replacement

Belknap Electric, Inc. $2,668,386.00 Facilities (DR)
DNT Educational Center Buildout – 
Work Scope 13 – Electrical – Original 
Bid approved 8/19/25

Sorlie Acoustics, Inc. $190,685.00 Facilities (DR)
DNT Educational Center Buildout – 
Work Scope 09 – Acoustical Ceilings – 
Original Bid approved 8/19/25

Mulcahy Nickolaus, 
LLC $174,195.00 Facilities (DR)

DNT Educational Center Buildout – 
Work Scope 06 – Painting – Original 
Bid approved 8/19/25

Intercon Group, Inc. $3,275,480.00 Facilities (DR)
DNT Educational Center Buildout – 
Work Scope 03 – General Construction 
– Original Bid approved 8/19/25

Pinnacle Wall Systems $1,065,000.00 Facilities (DR)
DNT Educational Center Buildout – 
Work Scope 05 – Gypsum Assemblies 
– Original Bid approved 8/19/25

FirePro Sprinkler 
Specialists, Inc. $198,000.00 Facilities (DR)

DNT Educational Center Buildout – 
Work Scope 11 – Fire Suppression – 
Original Bid approved 8/19/25

Harbor City Masonry, 
Inc. $189,435.00 Facilities (DR)

DNT Educational Center Buildout – 
Work Scope 02 – Masonry – Original 
Bid approved 8/19/25



Veit & Company, Inc.  $138,000.00 Facilities (DR)
DNT Educational Center Buildout – 
Work Scope 01 – Utilities – Original 
Bid approved 8/19/25

Superior Glass, Inc. $48,140.00 Facilities (DR)
DNT Educational Center Buildout – 
Work Scope 04 – Glass & Glazing – 
Original Bid approved 8/19/25

Larson Elevator 
Company $219,000.00 Facilities (DR)

DNT Educational Center Buildout – 
Work Scope 10 – Conveying Systems – 
Original Bid approved 8/19/25

Northland Flooring & 
Design, LLC $280,000.00 Facilities (DR)

DNT Educational Center Buildout – 
Work Scope 08 – Tiling – Original Bid 
approved 8/19/25

Northland 
Constructors of Duluth $75,000.00 Facilities (DU) Watermain replacement at Denfeld 

High School

Infosec $3,369.00* Technology (DU) Cybersecurity awareness training

Google Workspace for 
Education Domain  $45,000.00* Technology (DU) 9,000 licenses for Education Plus

Midwest 
Communications $13,80.00* Transportation (DU) Tower rental for radio communication 

– 2026-2028

Lakeview Christian 
Academy TBD Transportation (DU) Parent transportation reimbursement 

for 2025-26 school year at .38/mile

Many Rivers 
Montessori TBD Transportation (DU) Parent transportation reimbursement 

for 2025-26 school year at .38/mile

Bjorklund 
Compensation 
Consulting, LLC

$2,000.00* Human Resources 
(DU)

Addendum increasing rate of original 
contract from $3,000.00 to $5,000.00 – 
Used for banding and grading job 
descriptions

Duluth Area Family 
YMCA $12,360.00 Teaching, Learning & 

Equity (DU)
Gymnasium rental space for ALC for 
2025-26 school year

Lavenda Vann $1,125.00* Office of Education 
Equity (DR)

Co-Group leader and Advisor for 
Diamond and Pearls Afterschool 
Mentoring Program

Brooke Lunski $1,125.00* Office of Education 
Equity (DR)

Co-Group leader and Advisor for 
Diamond and Pearls Afterschool 
Mentoring Program

ASLIS TBD Special Services (DR)
ASL Interpreting Services for 2025-26 
school year - Rates vary depending on 
service (see contract)

SpEd Forms LLC $31,700.66* Special Services (DR)
SpEd and MA forms – software license 
and services agreement for 10/20/25-
10/2026



Andrew Kimball $1.350.00* Early Childhood (DR) CPR First Aid classes for Duluth 
Preschool staff

University Nursery 
School $4,753.00* ECSE (DR) IEP services for student

WeVideo $4,876.00* East High School (DU) 601 to 1,000 Seats of WeVideo 
Platform Base Subscription











































































































































































































































































































No Cost Contracts Signed
September 2025

For your information, the Superintendent or the Executive Director of Business Services has 
signed the following no cost contracts during the above timeframe: 

Name Contract Source Description 

Minnesota Department of 
Education

Duluth Adult 
Education 

2025-26 Duluth Adult Education Consortium 
Agreement (Duluth, Proctor, Hermantown)

St. Luke’s Birthing Center Early Childhood

ECFE Parent Educators will provide Amazing 
Newborn visits with families of newborn 
children 2-3 times per week year-round with the 
exception of school breaks and dependent on 
staff availability.

American Red Cross Teaching, Learning 
& Equity Licensed Training Provider Agreement

Soliant Health, Inc. Special Services

Addendum changing assignment start date of 
contract from 8/26/25 to 8/19/25 – no change in 
cost. Original agreement approved by the board 
on 7/22/25























































Revenue Contracts Signed
September 2025

For your information, the Superintendent or the Executive Director of Business Services has 
signed the following revenue contracts during the above timeframe: 

Name 
Amount or 
Estimated
Amount*

Contract Source Description 

Northwood Children’s 
Services $500.00 Business Services FY26 lease for room space at Laura 

MacArthur Elementary School

Northeast Service 
Cooperative $5,000.00 CTE

Funding to help cover the cost of starting 
a Student Based Enterprise (SBE) at East 
High School. Starting a student-run café 









































Grant Applications
September 2025

For your information, the Assistant Superintendent and/or the CFO, Executive Director of 
Business Services have approved the following grant applications during the above month:

Organization Author/Contact Project Title Amount 
Requested Terms

Hospitality 
Minnesota 
Education 

Foundation

Adam Wisocki Duluth East 
Culinary Arts $3,500.00

These are 3 reimbursement 
grants in the following 

categories; Equipment and 
Supply reimbursement 

$1,500.00, ProStart ServSafe 
Certification reimbursement 

$1,500.00, Food 
reimbursement $500.00.

The MN STEM 
Ecosystem 

Partnership Grant
Cindy Miller Computer Science 

at Middle Schools $50,000.00

Funds will be used to scaffold 
and support middle school 

students in a Unified Robotics 
program that starts at school 
and continues after school.

Ordean 
Foundation Stephanie Larsen Laura MacArthur 

Setting 3 Classroom $1,000.00 Community outings to practice 
functional and social skills

Youth 
Changemaker Cal Harris Laura Mac/OEE

(3) $250 
grants total 

$750.00

Afterschool programming 
student projects. Student 

Council, 4th/5th, Diamond and 
Pearls



Change Orders Signed
September 2025

For your information, the Superintendent or the Executive Director of Business Services has 
signed the following no cost contracts during the above timeframe: 

Contractor Name Contract Source Description 

Donald Holm Construction Facilities
Lowell Elementary Brick and Block Repair - 
Donald Holm Construction conducted 
additional work on the project (+$34,834.83)

Northland Constructors of 
Duluth Facilities 

Duluth East High School Parking Lot 
Improvements BID #1339 – Northland 
Constructors of Duluth provided additional 
services on the project (+$6,700.00)
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