Title 1 Migrant Education
RECORDS CLERK JOB DESCRIPTION

Primary Function

To perform record-keeping tasks and manage forms/information for migrant student
records. The clerk will be required to process all Migrant Student Information System
(MSIS) data and work in conjunction with all levels of district personnel. The Records Clerk
is directly responsible to the Federal Projects Director.

Minimum Qualifications
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N EA

Must be flexible, have the ability to work with all types of people and be attentive to
detail and paperwork.

Must be a high school graduate or possess a G.E.D. (General Education Diploma).
Must possess clerical skills.

Must be able to file and keep records.

Computer knowledge and on line experience desirable.

Major Functions and Responsibilities
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Enroll all eligible migrant students into the MSIS according to state adopted procedures.
Complete all forms and process information required by the MSIS.

Maintain updated files.

Update educational and health information for migrant students as required.

Withdraw migrant students from MSIS as students leave school.

Work with all building secretaries and home visitors to ensure that eligible migrant
children are identified and enrolled in the MSIS.

Work with the school nurse to ensure that all appropriate entries on the migrant health
record are complete and updated.

Attend all training sessions provided for the records clerk by the Migrant Education
Program.

Process all incoming and outgoing correspondence dealing with the migrant records,
disseminate the MSIS records accordingly.

Work with teachers, aides, counselors, principals and other migrant advocates to ensure
that all educational data, such as secondary and supportive data is entered.
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