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SOUTHWEST VERMONT SUPERVISORY UNION JOB DESCRIPTION



Position: Pay Schedule: Group: Work Year:



Data Processing I



Reports to: Supervises: Safety Sensitive: FLSA Exempt:



ESP Contract Three (3) Year Round



Varies No No No



Summary or Purpose Maintain all student enrollment, transcripts and class schedules via an extensive database.



Qualification Requirements To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The requirements listed below are representative of the knowledge, skills and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. Education and/or Experience: Graduate from high school or general education degree; or one to two years related experience and/or training; or equivalent combination of education and experience. Language Skills: Ability to read and interpret procedures, policies and regulations, such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to effectively present information and respond to questions from supervisor, staff and public. Mathematical Skills: Ability to add, subtract, multiply and divide. Ability to perform these operations using units of American money and weight measurement, volume and distance. Reasoning Ability: Ability to solve practical problems and deal with a variety of non-standard situations. Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form. Certificates, Licenses, Registrations: None. Other Skills and Abilities: Ability to use a personal computer and other office equipment. Type 45 words per minute. Knowledge and use of databases to print regular monthly and as needed reports. Ability to lift 40 pounds.



Essential Duties and Responsibilities Process attendance records.
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Conduct such auditing of enrollment and cumulative records as may be necessary to assure compliance with applicable laws and principals of accounting. Maintain the student records in various forms by coordinating with school-site personnel. Assist with the compilation of data for federal, state and district reports. Operate AES/WinSchool computer systems. Report unauthorized persons and/or damage to appropriate authority as required. Attend District training as required. Support the value of education and the philosophy and mission of the District. Adhere to all District policies and regulations. Perform such other tasks and assume other responsibilities as the supervisor may assign.



Physical Requirements The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job the employee is regularly required to sit; stand; walk; use hand to finger, handle or feel objects, tools, controls; and reach with hands and arms. The employee frequently is required to stoop, kneel, crouch or crawl and talk and hear. The employee is occasionally required to climb or balance. The employee must occasionally lift and/or move up to 40 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.



Environmental Conditions The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually quiet.
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