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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION:    Band / Vocal Para 

 

RESPONSIBLE TO:   K-12 Building Administration 

 

EVALUATED BY:   K-12 Instrumental and Vocal Teachers 

 

TERMS OF EMPLOYMENT: Classified Position 

      Hourly Rate of Pay 

 

PURPOSE OF POSITION: To provide assistance and support to the 

music staff (band and vocal) with 

scheduling, communications, material 

preparation, record keeping, research; 

development of records and reports and 

inventories; bookkeeping for business 

functions; record keeping for staff and 

students; and coordinating responsibilities 

for student aides. 

 

ESSENTIAL DUTIES: 

 

1. Assists coordinating daily record keeping, attendance, and preparation of 

classroom work, communications, follow-up on paperwork and phone calls. 

2. Operates office equipment and machines including, but not limited to, computers, 

typewriter, adding machine, calculators, copy machines records, accounting and 

filing systems. 

3. Keeps track of students grades, percentages, charts, compiles data, prints progress 

and grade reports, coordinates information with instructors for band boosters, 

other music staff, parents and students. 

4. Updates bulletin boards, posts college information, and helps with cleaning and 

maintaining general orderliness. 

5. Assists with coordinating field trips, competition trips, and exhibition trips, 

including pre-travel arrangements coordinated with the Parent Booster volunteers 

and / or the school transportation system to include attaining chaperones and not 

limited to accompanying the group on location. 

6. Reads, files, records and routes incoming mail and / or messages. Locates and 

attaches appropriate file to correspondence to be answered by supervisor. 

7. Researches, compiles and prepares outgoing mail, notices, updates and concert 

programs for band and vocal distribution. 

8. Keeps records, makes reports as required, assists with procuring materials. 

9. Assists with preparation of band student handbooks. 
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10. Preparation of information for Band Booster meetings. 

11. Answers phone and gives information to callers or routes calls to appropriate 

teachers. 

12. Schedules appointments for supervisors. 

13. Maintains inventory for band, monitors office supplies, follows up on office 

repair, instrument repair, purchase orders, and maintains the bookkeeping for K-

12 vocal and band music. 

14. Assists in directing student aides. 

15. Researches, compiles and creates concert programs (band and vocal) 5th through 

12th grade. 

16. Assists with QPA process i.e., creating portfolios. 

17. Develops, produces, sends, and keeps record of resumes for students that are 

interested in attending college (primarily Kansas colleges and universities). 

 

OTHER JOB DUTIES (Others may be assigned): 

 

1. Receives and makes phone calls as needed. 

2. Assists with classroom and performance program support; copying, running 

errands, and collating packages. 

3. Performs tasks of a seasonal nature all year. 

4. Creates and maintains monthly student activity calendars of events. 

5. Attends training and / or in-service necessary to occupation through the district. 

6. Provides information to the administration and the public. 

7. A classified employee may be transferred at any time to any job which he/she is 

qualified to perform and when the transfer is deemed to be in the best interest of 

the district. 

 

REQUIRED QUALIFICATIONS: 

 

 Must have a high school diploma or its equivalent, previous work experience and 

 exceptional organizational ability. Knowledge and ability to work with children / 

 students, word processing ability, familiarization with office equipment (primarily 

 computers), a knowledge of computer graphics for creating programs, ability to 

 handle much manual filing, and the understanding and adaptability to work with 

 attitudes and behaviors for the age group ranges between 5th and 12th grade 

 students. 

 

ATTENDANCE REQUIREMENTS: 

 

 A thirty (30) hour workweek (average). Sick and vacation allowances are included 

in the district policy. 
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PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

 

1. Manages all job duties to work with students in various circumstances inside and 

outside with mobility to move from place to place. 

2. Has agility and dexterity to focus on student’s activities and the focused 

observation it takes to meet the standards of performance. 

3. Has the dexterity and strength to manually move, lift, pull or push objects of not 

more than fifty (50) pounds. 

4. Has agility and quick responses to meet emergency situations insider or out. 

5. Able to work in moderate to extreme environmental conditions and high noise 

levels. 

6. Must demonstrate ability to work in environment with many distractions and job 

interruptions. 

 

PERFORMANCE STANDARDS / EVALUATION: 

 

1. Must support district mission, goals and objectives. 

2. Must meet standards in a time sensitive manner as determined by direct 

supervisors. 

3. Must demonstrate strict confidentiality pertaining to students, parents, teachers, 

administration or employees of USD 265. 

4. Must demonstrate capability to use classroom, adaptive and office machines / 

equipment including, but not limited to computers, word processor, typewriter, 

copier, laminator, projectors and TV / VCR’s. 

5. Must demonstrate knowledge appropriate to teacher’s daily and weekly education 

plans, curricular materials and subject matter associated with students assigned. 

6. Must display interpersonal and telephone skills. 

7. Must meet all safety requirements as directed by the district. 

8. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee. 

 

 

I understand the job description that I have just read and can comply fully with all 

requirements with or without reasonable accommodations. 

 

 

_____________________________________________ _______/_______/_______ 
  Employee’s Signature                                Date 
 

 

_____________________________________________ _______/_______/_______ 
  Supervisor’s Signature               Date 


