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Input data into an assigned computer system; generate a variety of mandated and requested computerized
records and reports related to assigned activities; ensure the timely distribution and receipt of a variety of
records and reports; ensure accuracy of computer output.

Compile information and prepare and maintain a variety of records, logs and reports related to assigned
office and activities; establish and maintain filing systems; process a variety of forms and applications;
duplicate materials as needed.

Maintain designated budgets and ensure assigned accounts are accurate and expenditures are within
federal or State requirements as assigned; collect and account for fees; initiate budget transfers as
directed.

Communicate with administrators, personnel and outside agencies to exchange information, coordinate
activities and resolve issues or concerns related to office operations, activities, policies and procedures.

Organize teacher training workshops as assigned; make room reservations, prepare
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