Killeen Independent School District
Job Description

Job Title: Facilities Management Clerk

Reports To: Director, Maintenance and
Operations

FLSA Status: Nonexempt

SUMMARY:

To perform a variety of duties related to the facilities maintenance department.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

Maintains the automated work order system for the district. Create, update, and manage all work
orders and users accounts. Add new accounts, delete old accounts, etc.

Coordinates with the Maintenance Specialist to ensure high priority work orders are addressed
immediately.

Monitors the emergency phone line and the on-call personnel listing.
Communicates with the Maintenance Director any repair emergencies and system related failures.

Manages all utility related billing. Communicate with water, trash, electric and gas utility
companies to keep accounts up to date and settle any discrepancies.

Assists the Maintenance Director’s Secretary with purchase orders, timecard processing and
warehouse requisitions.

Receives visitors and answer telephone calls in a courteous and professional manner. Take
reliable messages, screen incoming visitors and telephone calls, which can be handled without
supervisor assistance.

Prepares correspondence, forms, reports, manuals, and presentations for the department head and
other department staff members

Compiles, maintains, sorts, distributes and/or file all reports, records, mail, and other documents.
Receives, stores, and distributes supplies and equipment.

Utilizes various office technology and automation to complete tasks, such as office machines,
computers, software programs, facsimile machine, copy machine, and any other office equipment
appropriate to the department.

Maintains confidentiality of information.

Performs other such tasks that may be assigned by the appropriate supervisor.
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SUPERVISORY RESPONSIBILITIES:
This job has no supervisory responsibilities.

QUALIFICATIONS:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required.

EDUCATION and/or EXPERIENCE:

Must possess a high school diploma or hold a general education degree (GED) certificate and
general clerical/secretarial experience.

LANGUAGE SKILLS:

Ability to read, analyze, and interpret general business periodicals, technical procedures, or
governmental regulations. Ability to write business correspondence. Ability to effectively
present information and respond to questions from employees or visitors to the school district.

MATHEMATICAL SKILLS:
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals. Ability to compute rate, ratio, and percent.

REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in written, oral,
or diagram form. Ability to deal with problems involving several concrete variables in
standardized situations.

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is frequently required to use hands to
finger, handle, or feel and talk or hear. The employee is occasionally required to stand; walk; sit;
reach with hands and arms; climb or balance; and stoop, kneel, or crouch. The employee must
frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.
Specific vision abilities required by this job include close vision, and ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. The noise level in the work
environment is usually moderate.

Revised Date: June 14, 2022

The foregoing statements describe the general purpose and responsibilities assigned to this job
and are not exhaustive list of all responsibilities, duties and skills that may be required.

Page 2



