
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Data Control Specialist 
Salary Grade: 14 
Salary Schedule: Classified 
Department: Various Sites 
Reports to/Evaluated by: Site Administrator 
FLSA: Non-Exempt 
 
SUMMARY 
Under the direction of a Principal or other assigned supervisor, the position involves receiving, organizing, 
preparing, analyzing, inputting, and controlling data to prepare output for various school sites, district, 
and state reporting. The role also includes maintaining, retrieving, and manipulating a wide range of 
complex and technical data requiring judgment, analysis, and attention to detail. The supervisor assigns 
responsibilities and checks work for effectiveness and compliance with policies and procedures. Work 
contacts extend beyond the immediate work area to district staff, students, parents, and the general 
public.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Retrieve data from files or records for generating mailing labels, maintaining reports, and 
developing statistical information.  

• Maintain and verify student data files, ensuring all necessary documents have been obtained.  

• Maintains a wide range of data related to student files, attendance and registration records or 
other according to department specialization. Receives, verifies, enters data into required 
programs or formats. Retrieves data from files and/or records for the purpose of generating mailing 
labels, a variety of required reports and developing statistical information. 

• Maintains and verifies student data files and assures that all necessary documents have been 
obtained. Receives new data and/or revisions, enters data, routes updated information to 
appropriate staff or departments. Generates monthly reports. 

• Assists with pre-registration and registration as assigned. Inputs yearly registration information 
and master course schedule information for registration. Assists with the entry and preparation of 
registration materials. 

• Maintains and updates master course schedules. Processes program changes, drops, 
withdrawals and reinstatement records. 

• Receive new data or revisions, enter the data, and route updated information to appropriate staff 
or departments. Generate monthly reports.  

• Assist with pre-registration and registration activities as assigned. Input yearly registration 
information and master course schedule data.  



• Support the entry and preparation of registration materials. Maintain and update master course 
schedules.  

• Process program changes, drops, withdrawals, and reinstatement records.  

• Maintain confidentiality of records and information.  

• Perform related work as assigned.  

QUALIFICATIONS 

o Knowledge of: Terminology, practices, policies, and procedures of the assigned programs. 
Advanced data entry methods, procedures, and equipment, including database programs, 
word processing, and other computerized applications. District and State of California 
operations, policies, and procedures relevant to the assigned area. Methods and 
techniques for analyzing data and information. Record-keeping practices and procedures. 
Modern office practices, procedures, and equipment. Report writing, record keeping, and 
oral and written communication skills.  

• Ability to: Perform the duties of the position efficiently and effectively with minimal supervision. 
Demonstrate judgment, analysis, and attention to detail when managing technical data. Use 
modern computer hardware, software, and office equipment safely and accurately. Compile, 
maintain, and update records, files, and reports with accuracy. Extract, organize, prepare, and 
analyze data for submission. Maintain and update student schedules, master course schedules, 
and grade reporting accurately and promptly. Assess programs and procedures and suggest or 
implement modifications. Plan and organize work to meet schedules and deadlines. Maintain 
confidentiality of records and use proper discretion when providing information. Communicate 
effectively verbally and in writing. Establish and maintain effective working relationships and 
provide a high level of customer service.  

CERTIFICATIONS, LICENSES, AND SPECIAL REQUIREMENTS: 

• May require a valid driver’s license.  

EDUCATION AND EXPERIENCE: 

o Completion of the twelfth grade, high school diploma, GED, or equivalent.  

o Three years of data entry experience, including data control. Prior experience must include 
at least one year of clerical work in admissions, registration, or records within a school or 
educational agency, company, or organization.  

o Equivalent combinations of education, training, and experience may be considered.  

WORKING CONDITIONS: 

• Work Environment: 

o Work is performed indoors in an office setting.  

o Rare exposure to disagreeable environmental factors.  



• Physical Demands: 

o Arm, hand, and finger dexterity to operate computers, keyboards, and other office 
equipment.  

o Visual acuity and hearing.  

o Ability to lift, move, and carry lightweight materials weighing less than 25 pounds.  

o Sufficient hand-arm-eye coordination and hand/finger dexterity to use a keyboard and 
common office equipment.  

o Near visual acuity to recognize words and numbers.  

o Auditory ability to project voice to small groups and conduct conversations over the phone 
and in person.  


