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JOB TITLE:

Application Specialist

STATUS:

REPORTS TO:

Executive Director of Human Resources TERMS:

DEPARTMENT:

Human Resources

PAY GRADE:

Non-exempt
226 days

Paraprofessional 7

PRIMARY PURPOSE:
Work under moderate supervision to verify and monitor certification status of applicants and
employees. Confirm district compliance with state certification and licensing requirements.
QUALIFICATIONS: Education/Certification:
High school diploma or GED
Special Knowledge/Skills:
Ability to understand and implement certification rules and procedures
Ability to use software to develop spreadsheets, databases, and do word processing
Basic math skills
Mastery of both oral and written English with the ability to write general correspondence
Excellent public relations, organizational, communication, and interpersonal skills
Experience:
Two years clerical experience
JOB DUTIES/PERFORMANCE CRITERIA:
Personal Effectiveness
1. Handle routine HR inquiries to ensure a high level of service and responsive, knowledgeable support
for employees and their supervisors. Explain HR policies and practices to employees as appropriate.
2. Greet visitors and assist employees and applicants with completing applications and required
paperwork.
3. Works cooperatively with others and maintains positive attitude in the work environment.
4. Demonstrates initiative and good judgment in problem-solving and decision-making.
5. Has good attendance and uses time productively on the job.
6. Follows district policies, rules, and regulations.
7. Accepts supervisory direction and strives to improve job skills.
8. Demonstrates tact, courtesy, and helpfulness in dealing with staff, students, parents, applicants, and
visitors to the district.
9. Demonstrates professional standards in appearance and personal conduct.
10. Coordinate travel and print materials for job fairs.
Application Process
11. Process teacher applications and verify certification with the Texas State Board of Educator
Certification (SBEC), universities, colleges, and education agencies in other states, including
verifying completeness of files and notifying applicants when something is needed.
12. Prepare and distribute or post job vacancy announcements and advertisements.
13. Process and receive criminal history record information, references, and other application materials.
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14. Assist in the employee transfer process.
15. Administer testing for clerical and paraprofessional applicants.
Records, Reports, and Correspondence
16. Maintain files for all employees and applicants, including receiving and routing of changes (e.g.,
name, address changes).
17. Enter and update employee information in central database.
18. Prepare correspondence, forms, and reports according to district standards and requirements.
19. Compile, maintain, and file related reports, records, and other documents required.
Other
20. Maintain confidentiality.
21. Make travel arrangements for department.
22. Comply with policies established by federal and state law, State Board of Education rule, and local
board policy.
23. Coordinate annual teacher job fair travel and registration.
Supervisory Responsibilities
None.
EQUIPMENT USED:
Computers, printers, copiers, multi-line phone systems, and calculators
WORKING CONDITIONS:
Mental Demands:
Reading; ability to communicate effectively (verbal and written); ability to manage multiple
priorities; maintain emotional control under stress; frequent contact with elementary and
secondary staff, and parents, administrators, social services, other outside
agencies and the public
Physical Demands/Environmental Factors:
Repetitive hand motions; prolonged use of computer; frequent phone interactions; frequent
interruptions. Able to lift up to 35 pounds.
Personal Demands: Occasional prolonged and irregular hours

The foregoing statements describe the general purpose and responsibilities assigned to this job and are
not an exhaustive list of all responsibilities, duties, and skills that may be required.
I have read and understand the responsibilities and duties required for this position as outlined above. I
understand the duties and can perform all essential job functions listed above.
Printed Name
Signature
Date
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