
 

 
 

ANALYST II-INFORMATION TECHNOLOGY STATE REPORTING 
 
DEFINITION: 
Under the supervisi 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

• Provides tech �x nication in preparation for 
certification of mandated reports; verifies the accuracy of data and reports for completeness and 
compliance with applicable laws, codes, regulations and procedures. 

• Performs technical student data processing to assure accurate accounting of student enrollment, 
demographics, and attendance for various monthly and annual attendance and other reports; 
assures timely submission of reports. 

• Troubleshoots system problems and performs minor repairs to computers and peripheral 
equipment; arranges for major repairs as necessary; confers with technical support personnel to 
resolve malfunctions. 

• Provides information and guidance to administrators and other District personnel on CALPADS 
reporting and to assure reporting requirements are met and adhere to state and federal guidelines; 
develops training programs and related instructional information. 

• Plans, organizes and recommends priorities for accurate and timely operations relating to 
computerized records; coordinates procedures and problem resolution; supports key users at school 
sites. 

• Researches and compiles information for reports; creates and disseminates special reports. 
• Reviews and analyzes course requests and course coding; develops new codes for courses as 

necessary. 
• Consolidates reporting data and deliver to sites or departments for reporting approvals; provides 

aggregate reports for signatures. 
• Communicates with other departments, staff and school sites to exchange information, resolve 

issues and coordinate activities. 
• Operates a variety of office equipment including a copier, a computer and assigned software. 
• Maintains a variety of records, reports, queries and files related to work performed. 
• Attends a variety of meetings, conferences and workshops to maintain current knowledge of 

technological advances related to CAPADS reporting elements, timelines and assigned activities. 
 
QUALIFICATIONS GUIDE 
 
Knowledge of: 

• Principles, methods and problems of operating an electronic data processing computer and 
peripheral equipment.  

• Basic prin
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• Oral and written communication skills. 
• Applicable software application and tools. 
• Modern office practices, procedures and equipment.  
• Interpersonal skills using tact, patience and courtesy.  
• Arithmetic calculations. 

 
Ability to: 
 

• Provide technical support to staff and school sites in the use of computerized student databases and 
data entry of various student records. 

• Manage comprehensive data systems, procedures and reporting functions.   
• Compile and analyze statistical data in a timely and efficient manner. 
• Perform complex data analysis and research. 
• 
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