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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 6405

November 2000

POSITION TITLE:
Planning & Research Associate II

REPORTS TO:
Designated supervisors, managers

Objective: To lead data collection and maintain various student count records, including analysis.  To maintain student information required by the U.S. District Court Approved Program for Limited English Proficient students.  To provide administrative support for miscellaneous planning and research activities.

Essential Functions:
1. Provides schools, departments and the general public with district data, policies, statistics and procedures.

2. Builds, checks and maintains databases of bilingual student records, classroom configurations, and cross checks data in the proprietary application database.

3. Provides administrative support for miscellaneous planning and research activities.

4. Processes student transfers, relates transfer problem to school staff, solves problem transfers, enters data, processes appeals, and sends letters confirming resolution.

5. Investigates and codes students, needing attendance option codes, enters data, and confirms status with schools, magnet program directors, and DoTS.

6. Processes and confirms data for magnet school, Special Education department, and Highly Gifted programs.  Enters data and supply codes for transportation.

7. Completes departmental and regulatory reports in compliance with federal funding requirements, as directed.  Updates applications and forms.

8. Monitors staff absences, and processes payroll.

9. Maintains records of Bilingual/ESOL (English for Speakers of Other Languages) Teacher information.

10. Locates and orders departmental supplies.  Maintains inventories.

11. Performs other related duties, including special projects, as required or requested.
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Education/Experience: High School Diploma or equivalent.  Three (3) or more years of progressively responsible experience performing research, data gathering and analysis, preferably within a large school district or public sector employer.  Demonstrated hands-on knowledge of computer hardware and software products.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills including extensive experience working with operating systems including Windows, Macintosh, UNIX, other proprietary systems or applications including Mapper and SASI.

Licensure/Qualifying Standards: Demonstrated, proficient Bilingual Skills (Spanish) may be required.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office environment.  Essential duties may require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

