SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Schedule/Catalog Data Specialist (Continued)

San Bernardino Community College District

Schedule/Catalog Data Specialist

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under direction, prepares, organizes, enters data for, and formats the College’s class schedules; prepares, organizes, and formats the annual College catalog; maintains course and section data related to assigned publications in Datatel including MIS data element reporting, academic programs, TOPS code analysis, and prerequisite checking.

representative Duties

The following duties are typical for this classification.

1. Plans, develops, organizes, and coordinates timelines for the preparation of the annual fall, spring, and summer schedule of classes.

2. Consults and coordinates with department heads, division deans, and other College personnel on matters related to preparation of class schedules and catalog.

3. Produces and formats printed fall, spring, and summer schedule of classes.

4. Plans, develops, organizes, and coordinates timelines for the preparation of the annual college catalog; produce and format the annual printed college catalog.

5. Maintains academic programs in Datatel.

6. Performs duties related to course maintenance; enters and updates course data in Datatel from Board document.

7. Participates in processes to track enrolment; produces reports during weeks prior to and up to semester start dates to track enrollment.

8. Maintains staff changes and updates information needed on a daily basis as a back up to other staff in the Office of Instruction.

9. Investigates and resolves problems and errors in Division/Department data as needed.

10. Works with District Computing Services to correct and re-submit MIS data element reports to the State.

11. Works in coordination with the Dean of Occupational Education and District Computing Services to conduct TOPS code analysis; works in coordination with the Dean of Occupational Education to review certificates and programs.

12. Checks prerequisites for Divisions/Departments.

13. Plans, develops, and organizes annual bids and quotes for schedule of classes and catalog production.

14. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.

Principles of organization and timeline preparation.

District organization, operations, policies, terminology, rules, programs, and objectives.

Public relations principles and techniques.

Principles of business letter writing and basic report preparation.

Principles and practices used to establish and maintain files and information retrieval systems.

English usage, spelling, grammar, and punctuation.

Ability to:

Organize and coordinate the preparation and production of major projects.

Prepare and coordinate with Divisions/Departments the process of schedule building and catalog development.

Gather and compile data in written, tabular, and graphic form.

Critically review source data and detect and correct errors.

Manipulate data, format reports, and publish final documents.

Perform mathematical computations of moderate difficulty.

Understand the organization, operation, and services of the District as necessary to assume assigned responsibilities.

Interpret and apply administrative and departmental policies and procedures.

Independently prepare correspondence and memoranda.

Implement and maintain standard filing systems.

Type or enter data at a speed necessary for successful job performance.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Work independently in the absence of supervision.

Plan and organize work to meet changing priorities and deadlines.

Meet critical deadlines while working with frequent interruptions.

Work cooperatively with other departments and divisions, District officials, and outside agencies.

Respond tactfully, clearly, concisely, and appropriately to inquiries and requests for information.

Understand and follow oral and written instructions.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by college level course work in information systems, business administration, public administration, or a related field.

Experience:
Three years of responsible administrative and secretarial experience including experience involving responsibilities related to the preparation of college catalog and class schedules or similar documents.

physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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