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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7072
May 1998

POSITION TITLE:
Computerized Class Statistics Paraprofessional

REPORTS TO:
School Principal or designee

Objective: To produce computerized class statistics, perform scanning, and maintain the class arrival program, as directed. 

Essential Functions:

1.
Produces computerized class statistics, performs scanning, and maintains the class arrival program, as directed.

2.
Data enters daily class statistics from weekly payroll slips.  Ensures for the timeliness sand accuracy of work through routine quality checks, including: proofing of daily entries; file maintenance; and related activities.

3.
Compiles attendance and membership statistics, as directed.

4.
Maintains student data base files, including data entry of all non-vocational class arrivals.

5.
Performs computer system back up, general office support, and administrative support to the Treasurer's Office, as required or requested.

6.
Assists teacher(s) with classroom instruction and related activities, including recordkeeping and clerical tasks. Participates in classroom set-up, clean up and stores materials efficiently, as directed.

7.
Provides a supportive environment for students; maintains discipline.  Helps to maintain a safe environment for students.

8.
Attends designated meetings, as directed.

9.
Maintains the confidentiality of student information.

10.
Follows established district policies and procedures.

11.
Performs other related duties, including special projects, as required or requested.

EGOS PARAPROFESSIONAL - 7072
May 1998

POSITION TITLE:
Computerized Class Statistics Paraprofessional

Education/Experience: Graduation from High School or equivalent.  Successful completion of the Basic Skills Test  is required.  One (1) or more years of clerical experience, including a demonstrated knowledge of: PC and/or Mac OS operating systems; computer operations; data base applications and computer-based filing systems; and word processing.  A demonstrated accuracy in recording statistical data is required.

Licensure: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures, and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are primarily performed in a regular classroom or office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

