
NON-IBN ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of 
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or 
documents generated by the District.

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem
Formula

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

____________________________________________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

SE
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_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�


	Title: Classified Campus Office Staff Trainer
	Supervisor: Executive Assistant - Superintendent Dept.
	Evaluation: Executive Assistant - Superintendent Dept.
	Certification: 
	Additional: 
	Qualificatoins: Knowledge regarding job duties and programs utilized by campus office staff positions: Secretary / Accounting Clerk / Registrar.  Attend all trainings pertinent to same office positions throughout the school year to maintain current knowledge regarding required procedures and protocols.  High level of collaboration between Superintendent Dept. Executive Assistant and Campus level position to provide training as necessary.
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes:  Rate based on Secretary V base salary X 5 hours per week - $5,000.00
	Start 1: Meet with Superintendent Department Executive Assistant to determine staff requiring
	Start 2:   training assistance and set schedule to provide training as necessary.
	Start 3: Determine with Supt. Dept. protocols, procedures as well as expected outcomes.
	Start 4: Contact departments regarding scheduled trainings throughout school year to obtain
	Start 5:   additional updates to provide continuous learning opportunities to staff as needed.
	Start 6: 
	Start 7: 
	Start 8: 
	Start 9: 
	Start 10: 
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: July 31, 2023
	Start Complete: 
	After Due: December 15, 2023
	After Complete: 
	After 1: Provide updates for all staff receiving training and feedback received - 1st semester
	After 2: Provide schedules indicating hours worked for addenda job duties outside regular hours
	After 3: Provide DRAFT job duties handbook for Campus Secretaries / Accounting Clerks /
	After 4:  Registrars
	After 5: Continue participation with professional development for campus level job duties.
	After 6: 
	After 7: 
	After 8: 
	After 9: 
	After 10: 
	After 11: 
	After 12: 
	After 13: 
	After 14: 
	Done Due: May 31, 2024
	Done Complete: 
	Done 1: Provide updates for all staff receiving training and feedback received - 2nd semester
	Done 2: Provide schedules indicating hours worked for addenda job duties outside regular hours
	Done 3: Provide job duties handbook for Campus Secretaries / Accounting Clerks / Registrars
	Done 4: 
	Done 5: 
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


