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TITLE/POSITION Student Store Manager
SUPERVISOR School Administrator
EVALUATION School Administrator

CERTIFICATION REQUIREMENTS C 1= Certified Teacher

Financial Services & Money Management Teacher
ADDITIONAL REQUIREMENTS

QUALIFICATIONS Knowledge of financial services, knowledge of school store systems and procedures

TERMS OF ADDENDA  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.

$1500/Annually

ADDENDA TYPE £ [ FiatRate NOTES:
S Per Diem
2 [JFormula

ITEMS REQUIRED

AT THE START OF DUE DATE: Beginning of Duties EMPLOYEE SIGNATURE:
PROGRAM COMPLETION DATE:
Order inventory for initial stocking of the student store
Train Financial Services students in how to use the store systems
Work with department coordinator and paras to discuss their role in the store

Set up a schedule with accountability procedures for all finance students

to work in the store

ITEMS REQUIRED

AFTER THE START DUE DATE: Throughout School Year EMPLOYEE SIGNATURE:
OF PROGRAM COMPLETION DATE:
Deposit money to the bookstore daily

Balance cash register daily

Supervise students working in the store

Maintain a positive balance in the store account

Maintain stock- ordering supplies when necessary

Reconcile credit card machine daily

Comply with DVUSD Food and Nutrition guidelines

Ef“é'gmﬁ‘ég:gﬁ%l: DUE DATE: End of Dufics EMPLOYEE SIGNATURE:

PROGRAM ’ COMPLETION DATE:

Ensure all money is deposited
Close out programs using BCHS end of year process
Ensure there is a positive balance in the store account at the end of the year

COMPLETION OF ADDENDA SUPERVISOR SIGNATURE DATE

**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.
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