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�x Meet schedules and timelines.  
�x Verify accuracy of data input and output.  
�x Type or  input data at  an acceptable  rate  of  speed. 
�x Communicate effectively both orally and in  writing.  
�x Create and maintain databa ses for information and analysis. 
�x Learn and effectively use network and systems hardware/software specific to District needs. 
�x Read, comprehend, and apply complex instructions and technical  literature.  
�x Train or assist in providing training to users in the District.  
�x Generate and maintain records  and reports.  
�x Work  effectively  with  minimal  supervision.  
�x Communicate effectively both orally and in  writing.  
�x Work effectively under pressure in a fast- paced environment and under strict deadlines.  
�x Make mathematical ca lculations with  accuracy. 
�x Work efficiently with frequent interruptions.  

 
EDUCATION/EXPERIENCE: 
Any combination equivalent to: bachelor’s degree and three years’ experience  operating a 
comprehensive database system. 

 
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the  essential  functions  of  this  job. Reasonable accommodations  may be made to enable 
individuals with disabilities to perform the essential  functions.  

�x Sittin g for extended periods of  time.  
�x Dexterity of hands and fingers to operate a computer  keyboard.  
�x Hearing and speaking to exchange information in person or on the telephone.  
�x Bending the waist, kneeling or crouching to file and retrieve materials.  
�x Lifting, car rying, pushing or pulling objects up to 25 pounds. 
�x Seeing to read a variety of  materials.  

 
WORK ENVIRONMENT:  
Indoor/Office environment.  The work  environment characteristics  described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations  may be made to  enable individuals  with disabilities  to perform  the essential  functions.  The 


