
TRAVERSE CITY AREA PUBLIC SCHOOLS: Pupil Accounting and Human Resources Generalist, 40 hrs/wk 

Non-Affiliated Adminstrator (AN) 

General Summary: The Pupil Accounting and Human Resources Generalist provides pupil accounting support using the district’s student 
information system, including database functions, audit findings, and reporting, and provides a wide variety of technical and administrative 
support to the district’s human resources department. 

Pupil Accounting - Principal Duties and Responsibilities: 

1. Attend professional meetings (e.g. MPAAA, software user group meetings, field audits, etc.) to remain  knowledgeable about 
current regulations and practices. 

2. Communicate verbally and in writing with staff and the community, providing enrollment and scheduling information for students. 
3. Assist with the compilation and maintenance of student reports while ensuring state, federal, and/or district requirements are met. 
4. Assist with student enrollment responsibilities (including new enrollments, drops, data entry, UIC numbers, transportation, 

transfer requests, attendance, etc.) 
5. Input information on a daily basis to the student information system (i.e. Powerschool) to ensure accurate tracking of student 

information and attendance. 
6. Maintain documents, files, and records for the purpose of providing up-to-date reference and audit trail. 
7. Perform record keeping (confidential and non-confidential), general and program-specific details, providing assigned 

administrator, support staff and/or site(s) with necessary pupil accounting records and materials. 
8. Process, research, and prepare pupil accounting records (i.e. count day reports, state and district audits, etc.) for the purpose of 

meeting district and state funding requirements. 
9. Complete enrollment and registration process for students. 
10. Perform other related duties as assigned. 

Human Resources - Principal Duties and Responsibilities: 

1. Answer incoming telephone calls. 
2. Greet visitors, respond to their inquiries, and direct them to the appropriate individuals within the building and/or district.   
3. Coordinate the district-approved volunteer master list.  
4. Assist with support staff talent acquisition and onboarding processes (i.e. scheduling interviews and appointments, etc.). 
5. Responsible for issuance and oversight of TCAPS ID badges. Collect fees for lost badges. Create and print new badges, as needed, in 

compliance with district policy.  
6. Contact applicants, staff, agencies, other districts, employment agencies, colleges, etc. to clarify and request information. 
7. Assist in the maintenance of support staff employment files and records to ensure compliance with all federal/state/district 

requirements.   
8. Assist in the processing of a variety of documents and materials (new hire packets, interview materials, etc.) 
9. Perform other related duties as assigned. 

Knowledge, Skills and Abilities Required: 

1. Associate or bachelor’s degree in human resources, accounting/finance, business, or a related field. 
2. Three to five years of experience in a related field preferred. 
3. Advanced knowledge of computers and technology to include office software, electronic communication, database systems, word 

processing, spreadsheets, and office equipment.  
4. Interpersonal skills to communicate professionally and effectively with staff and the community within a team environment.  
5. Ability to follow both written and oral instructions. 
6. Analytical abilities using critical thinking to gather and interpret data.  
7. Ability to deal with confidential information.  
8. Exceptional attention to detail and follow-through to meet deadlines.  
9. Adherence to all district and school policy, rules, and regulations. 
10. Adherence to all state and federal laws, rules and regulations relating to public school environments. 

Apply Now 
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