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ATTENDANCE ACCOUNTING TECHNICIAN 
 
DEFINITION 
Under the direction of the Director of Fiscal Services, performs specialized technical financial 
duties in attendance accounting, assigns duties, trains staff, confers with district/county offices 
and school site administrators to maintain sound attendance reporting; performs other related 
functions as directed. 
 
ESSENTIAL DUTIES 

 
 compiles and issues annual attendance calendar 
 develops and provides in-service training and assistance to school attendance personnel 

regarding procedures, reports, and changes 
 participates in periodic internal audits of attendance record keeping 
 coordinates development and implementation of computer system reports in concert with 

the information services division as necessary 
 complies with appropriate state and federal legislation and regulations 
 answers numerous questions regarding attendance laws 
 operates personal computer to coordinate the attendance reports of district and state 
 independently composes correspondence regarding attendance procedures and policies 
 investigates, searches, and abstracts information and data, and devises appropriate record 

and report formats 
 establishes and maintains complex data management, storage, and retrieval systems 
 coordinates and participates in the preparation of documents and records for storage 
 assists in the organization of CBEDS data collection or CBEDS related data, checking 

completeness and accuracy of forms and reports before submitting to State Department of 
Education 

 ability to analyze statistical data and look for trends 
 reviews and verifies elementary independent study attendance auditing and accounting 
 assists with planning, coordination, and audits for summer school and intervention program 

attendance 
 
QUALIFICATIONS 
Knowledge of:  Modern office practices, methods, and school attendance procedures; 

appropriate English usage, spelling, grammar, punctuation, and mathematical concepts; 
standard office machines and equipment, including 10-key calculator, and computers, including 
various software, e.g. Excel and Word; student attendance technical report preparation and 
internal audit processes; operational procedures and policies, rules, regulations, and legal 
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