
 

REPRESENTATIVE  DUTIES: 
The following essential duties serve to demonstrate the general types of duties and functions this 
position requires, but may vary slightly depending on the program/division for which the position 
exists under. 

 
ESSENTIAL DUTIES: 
Lead and participate in a variety of student services support functions including student 
attendance, record-keeping, registration, enrollment and computer system functions; oversee and 
assure smooth and efficient student service processes and assist in assuring program/division needs 
are being met; assist in assuring proper registration, enrollment, attendance accounting and 
assessment data reporting  service providers on matters involving 

attendance, student registration, attendance accounting and other communications and 
information between the County Office, schools, staff, faculty, administrators, outside agencies 
and others; resolve related issues, conflicts and discrepancies in a proper and timely manner. 

 
Train and provide work direction and guidance to assigned personnel; assign duties to 
appropriate personnel and review work for accuracy, completeness and compliance with 
established standards and procedures; provide input concerning employee evaluations as 
requested. 
 
Serve as a technical resource concerning data systems and other assigned functions; provide 
technical information concerning related classes, student enrollment, updates, issues, grades, 








