Department of 

Human Resources

Memo

To:
Randy Poe, Superintendent
From:  Phil Sheehy, Director Human Resources
Date:
March 31, 2014
Cc:


Re:
NEW POSITION     
Learning Support Services requests a staff support position to alleviate clerical duties that are currently assumed by the administrators in LSS.  This position would not be attached to any one administrator, but would serve the department’s needs in the area of data.  Responsibilities would include:

· data input and management of PGES and PPGES Cases in CIITS

· rostering for assessments such as End of Course, Alternate Assessment, ACCESS, and KPREP 
· system management for assessment systems that interface with Infinite Campus

· school level data input and management for Gifted and Talented

· data extraction/accuracy/import for Career Ready Indicator 

· process of paperwork and approvals relating to grants 

· general clerical support for the department
This position would report to the Director of Assessment Support and Gifted and Talented Coordinator.  

As proposed, this position, like all staff support positions, would be paid on the Level 5 scale of the classified salary schedule. It would be a 37.5 hours per week, 246 days per year position.  

Human Resources recommends the approval of added position.     
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