SANTACLARACOUNTYOFFICBFEDUCATION

CLASSITLEENROLLMENJATASPECIALIST

BASIGUNCTION:

Underthe supervisiorof the Supervisor tdentification& RecruitmentMigrantEducationgvaluatestudent
informationanddeterminesfamilyeligibilityon federalandstateregulationsandguidelinesreviews audits,
and verifiesstudentdata and studentcountsto determineprogramfunding;implementsquality control
activities;collaborateswith districtandstateagenciego assureaccuracyf data;trainsregionalanddistrict
staff on eligibility, servicereporting and data related tasks; performsspecializeddutiesin one or more
technicalareasof the Migrant Educatiorprogram.

REPRESENTATDHETIES:

Thefollowingdutiesareexamplef assignmentperformedbyincumbentdn this classification.ltisnota
totally comprehensivdist of duties,nor isit restrictiveregardingjob assignments.

ESSENTIRUTIES:
Evaluatesmultiple
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Applicabldaws,codes policiesand proceduresrelatedto assignedctivities.
Countyoffice of Educationpolicies regulationsand procedures.

Basiaecord keepingprinciplesand practices

Goalsand functions of the Migrant EducationProgramand related State and Federalregulationsand
guidelinegEDSII)

Terminologypracticesand proceduresof assignedffice.

Reportwriting, editingandproofreading.
Telephongechniquesandetiquette.

Modern office practices proceduresand equipment.

CorrectEnglislusage grammar,spelling punctuationand vocabulary.
Databasecontrol proceduresanddataentry operations.
Interpersonakkillsusingtact, patienceand courtesy.

Operationof a variety of office equipment,a computerandassignedoftware.
Oralandwritten communicatiorskills.

Methodsof collectingand organizingdataandinformation.
Mathematiccalculations.

Methodsandtechniquesof filing andrecordkeeping

ABILITYO:

Evaluatecomplexscenariogo determinestudenteligibility for Migrant EducationProgramservices.
Reviewstudentrecords,eligibility certificates,formsanddocumentsfor accuracyand completeness.
Provideinformationto familiesconcerningMigrant Educatiorprogramservicesequirements.
Assistin evaluatingstudentrecordsfor assignegrogrameligibility.
Performmathematicalcalculationguicklyandaccurately.

Typeor input dataat an acceptablerate of speed.

Interpret, applyandexplainrules,regulations policies,guidelinesand procedures.
Answertelephonesandgreetthe publiccourteously.

Completework with manyinterruptions.

Compileandverify dataand preparereports.

Maintain a variety of records,logsandfiles.

Establisrand maintaincooperativeand effectiveworkingrelationshipswith others.

Meet schedulesandtimelines.

Communicatesffectivelyboth orallyandin writing.

Understandandfollow oral andwritten instructions.

Operateof a variety of office equipment,a computerand assignedoftware.

Organizeassignment$o assureaccuraterecordsare maintainedandreportsare completedandupdated
within requiredtimelines.

Communicateeffectively,orally andin writing, with individualsof diversebackgroundsndcultures.
Obtain,evaluate andverifyinformationto determineinitial or continuedeligibility for participationin the
Migrant Educatiorprogram.

EDUCATIONNDEXPERIENCE:
Any combination equivalent to: Associate'slegreein education,vocationaltraining,or relatedfield, and

threeyearsof experiencenterviewingandrecord keepingfor achildor studentserviceor publicassistance
programin a governmentagencyor program,preferablyin an educationalprogramenvironment.

LICENSESNDOTHEREQUIREMENTS:
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ValidCaliforniaClas<Cdriver’'slicense.
Someincumbentsin this classificatiormaybe requiredto be proficientin Englisrandadesignatedsecond
languageand passan oral andwritten proficiencytestin a designatedsecondanguage.

WORKIN@&ONDITIONS:

ENVIRONMENT:

Officeenvironment.

Constantinterruptions.

Drivinga vehicleto conductwork andattend trainings.

PHYSICADEMANDS:

Dexterityof handsandfingersto operatea computerkeyboard.
Seeingo readavariety of materials.

Hearingand speakingo exchangenformation.

Sittingfor extendedperiodsof time.

Approvedby PersonnelCommissionDecemberi4,2016

KristinOlson Date:12/14/16
DirectorClassifiedPersonneBervices



