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Work with school improvement initiatives that close student achievement gaps between racial, ethnic, and 
economic groups by working with all of the diverse communities.  E 
 
Operate a computer to input, output, update, and access a variety of records and information; generate records, 
reports, queries, lists and summaries; operate a variety of office machines and equipment.  E 
 
Assist with the coordination of Child Development projects; design and implement computer-generated reports, and 
process large volumes of data from a variety of software programs.  E 
 
Provide technical support and training to department staff related to computer hardware and specialized Child 
Development software programs.  E 
 
Assist in the creation of training materials; conduct workshops and presentations to provide information for Child 
Development staff pertaining to forms, data entry procedures, and database management; attend workshops and 
meetings related to database management and specialized child development software programs.  E 
 
Receive, monitor, and transmit documents; maintain binders with copies of all corrections made to computer tables; 
update and distribute data management procedural handbook, charts, and tables; prepare correspondence, make 
copies, file documents; operate a vehicle to conduct work; lift light objects.  E 
 
Perform related duties as assigned.  
 
TRAINING, EDUCATION, AND EXPERIENCE: 
 




