SCHOOL GENERALIST
Job Overview

The job of the School Generalist was established for the purpose/s of providing support to the administrative
and teaching staff,

students, and other individuals as needed for the school and school community.

This job reports to the School Site Principal.

Essential Functions

e Reports to appropriate staff or SRO any observations and incidents relating to specific students or
visitors (e.g. accidents, verbal or physical conflicts, appropriate and inappropriate social behavior,
violations of rules, safety conditions, etc.) within the school building or while monitoring outside school
arrival or dismissal for the purpose of maintaining a safe environment for students and staff.

e Performs general clerical functions (e.g. answering telephone, distributing mail, packages, supplies,
scheduling, copying, faxing, etc.) for the purpose of supporting site activities.

e Participates in meetings/training for the purpose of acquiring and/or conveying information related to the
job functions. Administers basic first aid and medication as may be required due to unavailability by a
nurse (e.g. taking temperatures, dispensing Band-Aids, contacting parents for sick or injured students,
etc.) for the purpose of providing appropriate care for ill, medically fragile and/or injured children in
accordance with State laws and District policies.

e Supports classroom teachers and other school personnel as needed (e.g. opens bookstore, performs
hearing/visual screening, oral/written testing, type newsletters, etc.) in an effort to improve student
achievement.

e Attend meetings and professional development opportunities for the purpose of acquiring and/or
conveying information related to job functions.

o Prepares a variety of documents (e.g. standardized/special reports, communication to parents and
community partners, receipts, passes for volunteers, event programs and setup, etc.).

Other Functions

Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of
the work unit.

Working Environment

The usual and customary methods of performing the job's functions require the following physical demands:
occasional lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and
significant fine finger dexterity. Generally, the job requires 20% sitting, 40% walking, and 40% standing. The
job is performed in a generally hazard-free environment and in a clean atmosphere.
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Qualifications
Minimum experience: Job related experience is preferred.
Minimum education: High School diploma or equivalent.

The ideal candidate will have the following education, experience, skills, knowledge, abilities and/or

competencies:
e Successful experience working with school-age children preferred.
¢ Demonstrates initiative in identifying potential problems or opportunities for improvement.
e Exhibits interpersonal skills to work as an effective team member.
¢ Models and maintain a high level of professionalism.
Required Testing: Required Certificates and/or Licenses: FLSA Status:
None Specified None Specified Non-Exempt
Continuing Education/Training: Clearances: Employee
None Specified Criminal Justice Fingerprint/Background Type:
Clearance Classified

Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of,
access to, treatment, or employment in its programs, services, or activities.
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