	Bell County Board of Education
Job Description 

	DIVISION/DEPARTMENT:        Administrative                 

	JOB TITLE:      Data Processing Operator                            

	Responsible to:

Superintendent
School Principal
	Type of position:
 Full-time 
 Part-time
 Contractor
	Fair Labor Standards Act 

 Exempt
 Nonexempt

	PURPOSE STATEMENT:
The job of Data Processing Operator is for the purpose(s) of establishing and maintaining student records, ensuring accuracy of information, documenting activities and responding to internal and external inquiries relating to student records.

	Essential Functions:
· Creates data back-ups of computerized records for the purpose of ensuring availability of data, protecting against computer malfunctions.
· Manages student insurance
· Collects data and compiles reports relative to Workers Compensation Claims
· Assists finance with data entry and processing
· Collects and inputs data relative to health care insurance
· Processes invoices for transportation
· Assist Bell County High School with scheduling, progress reports, data entry and class rosters
· Any other duties assigned by the principal and/or superintendent

	Other Functions:
· Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.

	JOB REQUIREMENTS/MINIMUM QUALIFICATIONS:
Skills:  Required to perform multiple nontechnical tasks with a potential need to upgrade skills in order to meet changing job conditions.  Specific skills required to satisfactorily perform the functions of the job include: operating standard office equipment including using pertinent software applications; keyboarding and preparing and maintaining accurate records.
Knowledge:  Required to perform basic math, including calculations using fractions, percents and/or ratios, read a variety of manuals, write documents following prescribed formats, and/or present information to others and understand complex multistep written and oral instructions.  Specific knowledge is required to satisfactorily perform the functions of the job including standard office methods and procedures.
Ability: Required to schedule activities, meetings and/or events; gather, collate and/or classify data and use basic job-related equipment. Flexibility is required to work with others in a variety of circumstances; work with data utilizing defined but different processes and operate equipment using standardized methods.  Ability is also required to work with a diversity of individuals and/or groups; work with a variety of data and utilize job related equipment.  In working with others, problem solving is required to identify issues and create action plans.  Problem solving with data requires independent interpretation of guidelines; problem solving with equipment is limited to moderate.  Specific abilities required to satisfactorily perform the functions of the job include: maintaining confidentiality and working as part of a team.                                                                  

	RESPONSIBILITY:
Responsibilities include working under limited supervision following standardized practices and/or methods, providing information and/or advising others as well as operating within a defined budget.  Utilization of resources from other work units may be required to perform the job’s functions.  There is a continual opportunity to impact the Organization’s services.

	WORK ENVIRONMENT:
The usual and customary methods of performing the job’s functions require the following physical demands: some lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching and/or crawling; and significant fine finger dexterity.  Generally the job requires 60% sitting, 20% walking and 20% standing.  This job is performed in a generally clean and healthy environment.

	EXPERIENCE & EDUCATION: Job related experience is required.  High school diploma or equivalent is required.

	Approved by:               Bell County Board of Education
Date:                             8/20/13



