
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION 

CLASS TITLE: SPECIAL EDUCATION TECHNICIAN 

BASIC FUNCTION: 

Under the direction of the Director II-Specia l Education & Pupil Serv ices, perform a varie ty of technical 
duties involved in inputtin g, proces sing and updat ing student , IEP , enrollment and variou s other Special 
Education data and information; utilize an assigned computer system to maintain automated records and 
files and generate a variety of computerized data , report s and document s. 

REPRESENTATIVE DUTIES: 

ESSEN TIAL DU TIES: 
Compile , assemble , review, prepare and maintain a variety of Special Education data ; input , upd ate, 
format and retrie ve enrollment , IEP and a variety of other student data and information in an assigned 
computer system in accordance with established State and federal guideline s. 

Establish and maintain automated records and files, and prepare , print , distribute and proce ss a varie ty 
of regular and periodic Special Education reports , lists and document s related to student s, enrollment , 
IEP ' s, evaluation s, service s provided and related data. 

Utilize an assigned computer system to generate a varie ty of document s, record s, lists and reports related 
to Special Education student data and information ; initiate querie s, compile information and manipulate 
data ; verify and assure accurac y of input and output data ; prepare reports for State filing . 

Establi sh and maintain cumulati ve student and variou s other manual Special Education files; update 
Special Education files with IEP ' s, student information and other required data and materia ls; duplicate, 
file and distribute variou s Special Education data and materials such as IEP ' s and report s. 

Recei ve, coll ect, review, proces s, sort and file IEP ' s and variou s other Special Educ ation records , forms 
and docum ents; research and verify a variety of student data and inform ation ; research , request and 
obtain Special Education and relat ed student data and inform ation as needed. 

Review and verify accurac y, completene ss and integrity of data , IEP' s, records and reports; compare and 
reconcile various manual and computerized data , records and report s; identify , research and resolve data 
error s and discrepancie s; make corre ction s and adju stment s as needed . 

Serve as an informational resource to Di strict staff , facul ty and other s concernin g Special Edu cation 
operation s, form s, data proce ssing, records and report s; respond to inquiries and provide information 
concerning related time lines, standard s, IEP ' s, practic es, requir ements, polici es and procedur es . 

Assure mandat ed and reque sted Special Education report s related to student s, IEP 's, enrollm ent, 
pro gram s or other assigned function s are compl eted accordin g to establi shed District , State and federal 
time lines and requirement s; file and prepare report s, record s and document s for distributi on. 

Register and enroll Special Education student s from non-publi c, private and charter schools; receive, 
revie w and input record s, registration form s and tran script s for new student s; verify student information 
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as needed. 

Communicate with District per sonnel and variou s outside agencies to exchange information and resolve 
issues or concerns. 

Operate a variety of office equipment includin g a copier , fax machine , comput er and assigned software. 

Provide technical assistance to staff, admini strator s and other s in compilin g, analyzing and formattin g 
stati stical data . 

Research , compile , conduct and prepare annual pupil count s in support of Special Education operations. 

Maintain current knowledge of local , State and federal standard s, requirement s, laws, codes, rule s, 
regulation s, policie s and procedure s related to Special Educati on program s, student s, operati ons and 
activities; keep Special Education and District staff current concerning related information . 

OTHER DUT IES: 
Perform related dutie s as assigned . 

KNOWLEDGE AND ABILITIES: 

KNOWL EDG E OF: 
General principle s, practice s, procedure s and technique s involved in the processing, preparat ion, 
verification , record-keepin g and reporting of stati stical data. 
Principle s, methods and procedure s of operatin g computer s and peripheral equipment. 
Computeri zed student information systems and related software applications. 
Record-keepin g and report preparati on technique s. 
Data control procedure s and data entry operation s. 
Method s of collecting and organizing data and informati on. 
Principle s and practice s of data proce ssing and evaluation. 
Record retrieval and storage systems. 
Modem office practice s, procedure s and equipment. 
Correct English usage, grammar , spelling, punctuati on and vocabulary. 
Oral and written communicati on skills. 
Interper sonal skills using tact , patience and courte sy. 
Operati on of a computer and assigned software. 

ABILITY TO : 
Perform a variety of technical duties involved in inputtin g, processing and updating student, IEP , 
enrollment and various other Special Education data and information . 
Utilize student databa se system to input , proce ss and extract data, maintain autom ated record s and files, 
and generate a variety of computeri zed data , report s and document s. 
Review and verify input and output data to assure accuracy. 
Assemble, organize and prepare data for records and reports. 
Type or input data at an acceptable rate of speed . 
Provide assistance to staff and others regarding student database, IEP ' s and other matters. 
Learn, interpret, apply and explain applicable laws, guideline s, codes, rule s and regu lations. 
Detect and resolve error s and inaccuracie s in data output reports. 
Research, obtain , evaluate and respond to reque sts for student data and information. 
Compile and verify data and prepare report s. 
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Maintain accurate statistical records. 
Meet schedule s and time lines. 
Communicate effectively both orally and in writing. 
Establi sh and maintain cooperative and effective working relationships with others. 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: graduation from high school supplemented by college-level course 
work in stati stics, data proce ssing or related field and three years experience involving the proce ssing, 
record-keeping and reportin g of stati stical data includin g work with specia l education program s, 
computer databa ses and software application s. 

LICENSES AND OTHER REQUIREMENTS: 

Valid California Driver ' s License. 
Maintain qualifi cation for autom obile insuran ce coverage. 

WORKING CONDITIONS: 

ENVIRO NM ENT: 
Office environment. 
Constant interruption s. 
Driving a personal vehicle to conduct work. 

PHYSICAL DEMAND S: 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of material s and view a computer monitor. 
Hearin g and speakin g to exchange information. 
Sitting for extended periods of time . 
Bending at the waist, kneeling or crouchin g to shelve and retrieve material s. 
Reachin g overhead , above shoulder s and horizontally. 
Occa sionally lift and/or move up to 25 pound s. 

Classified Employee ' s Salary Schedule: Range 27 Approved: 10/99; Rev. 11/07; 10/10 (Ewing) 


