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STUDENT BODY ACTIVITIES ASSISTANT 
 
DEFINITION 
 
Under general supervision, to perform a variety of clerical and account clerical recordkeeping 
duties related to high school student body funds; to supervise student store activities and 
services; to perform a variety of clerical and secretarial duties for the Director of Student 
Activities; and to do related work as required. 
 
EXAMPLES OF DUTIES 
 
Performs a wide variety of financial recordkeeping operations related to the purchase and sale of 
student store merchandise and to the sale of student body cards, shop cards, athletic insurance, 
tickets for dances, plays, musical and athletic events and yearbooks; issues purchase orders and 
receipts; arranges, posts and balances financial data; sorts and counts money; makes bank 
deposits, writes checks and reconciles bank account; sells tickets to student events, yearbooks 
and related items; supervises student helpers and clerical personnel employed by Associated 
Student Body; checks grades and exponents on athletes and prepares athlete eligibility lists and 
records for awards; maintains calendar for scheduled events and arranges for banquets; may take 
dictation and transcribe with minor revisions; composes correspondence, types correspondence, 
reports and masters from rough draft materials; arranges for printing of programs and other 
publications related to student body activities; prepares and submits reports. 
 
REQUIRED QUALIFICATIONS 
 
Knowledge of: 
 
 Methods and practices of financial recordkeeping, including basic bookkeeping 
 procedures; 
 Modern office methods and procedures, including business correspondence, filing and 
 standard office equipment operation; 
 Correct English usage, grammar, spelling and punctuation. 
 
Ability to: 
 
 Perform a wide variety of clerical, account clerical and secretarial duties; 
 Use independent judgment in maintaining a variety of financial and statistical records 
 related to student body accounting; 
 Maintain records, analyze data and prepare accurate reports; 
 Make arithmetical calculations quickly and accurately; 
 Assist in the preparation of special reports; 
 Update and maintain a variety of financial and statistical records and files; 
 Operate a computer keyboard; 
 Type at a rate of 45 words per minute from clear copy; 
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 When identified as a requirement for a position, typing skills may be required at a 
 higher level; 
 When identified as a requirement for a position, take dictation at a rate of 80 

words per minute and transcribe accurately; 
 Follow oral and written directions; 
 Deal tactfully and courteously with the public; 
 Establish and maintain cooperative working relationships; 
 Read and write at the level required for successful job performance. 
 
Training and Experience: 
 

Any combination of training and experience that would likely provide the required 
knowledges and abilities is qualifying. A typical way to obtain these knowledges and 
abilities would be: 
 
Two years of increasingly responsible experience in clerical, financial or statistical 
recordkeeping work, preferably including substantial public contact. 
 

 


