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● Develop training materials, including online recorded training and user guides; provide training,
assistance, and communicate to district users as needed including procedures for staff in HR,
Budget, Grant Accounting, SPED, ESL, and other department users who need to know how to
access system data.

Coordination with Information Technology Department and Other Users
● Coordinate and communicates with Information Technology technical and managerial staff

regarding system processing, system errors, and/or system enhancements, and
designing/developing reports (submit written requirements, including technical specifications).
Act as department’s primary day-to-day liaison with IT.
● Coordinate and communicate with Department Systems Managers and Functional Leads from

other departments on system issues.

● Develop and maintain proactive working relationships with other PPS staff, including Finance,
Budget, Accounting, Payroll, Research Assessment & Accountability (RAA), and Human Resources.
Coordinate reporting and analysis between and among central office departments and schools,
fostering a team environment.
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Work Environment: Work is performed primarily in a standard off


