SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TIELADMINISTRATIMBATATECHNICIAN
BASIC FUNCTION:

Under assigned supervision, perfosrvaried and responsiblalata management research,and
administrative support functionsmanages data collection drconsolidation for a variety of projects and
office initiatives preparesand maintairs a variety ofqualitative and quantitative manual and automated
records and reports relatetb assigned activitig effectively usesnformation system and software
systems related to department programassists with special projects and a variety of administrative
support tasks as needed.

REPRESENTATIVE DUTIES:

The following duties are exangd of assignments piErrmed by incumbents in this classificatidihis nota
totally comprehensive list of dutc Tc -0.0569r
1etal programs and initiatives;
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ABILITY TO:

Work with large amounts ofaenplex and varying data and data sets.

Gather, organize, codand input quantitative and qualitate data dficiently and with accuracy
Verify, audit, and reconcile data.

Extrapolate from large quantities of complex data to prepare a variety of qutwitarqualitativereports.
Recognizend report onimportant data trends and discrepancies in dat

Recommad improvements irdata collection and management based on analysis of.data
Maintain a variety of records, logsnd files.

Utilize a computer toriput data, maintain automated records agéneratereports.

Organize data in a meaningful and lagimanner

Perform varied and responsible administrative support duties as assigned.

Compose correspondence and written materials independently or from oral instructions.




Administrative Data Techniciancontinued Paged

Approved by the Peosinel Commission: March 8, 2017
Revised 10/13/21

MarisaPerry Date:10/13/21
Directorlll—HR/ ClassifiedPersonneBervices




