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➢ Principles and practices of technology and software use for databases, accounting, spreadsheets, and other 
business processes. 

➢ Budget development, administrative practices, and organizational and management practices as applied to the 
analysis and evaluation of projects, programs, policies, procedures, and operational needs. 

➢ Principles and practices of employee supervision, including work planning, assignment, review and evaluation, 
and the training of staff in work procedures. 

➢ Principles, practices, theories, and methods of research design, evaluation, data collection and analysis, data 
interpretation, and reporting of a variety of data and information used in assessing institutional effectiveness, 
strategic and institutional planning, and decision-making, and evaluating key performance indicators for 
District-wide quality improvement. 

➢ Data collection information systems and statistical software. 
➢ Survey and statistical analysis instruments, techniques, and methodology. 
➢ Methods and techniques for the development of presentations, business correspondence, and information 

distribution; research and reporting methods, techniques, and procedures. 
➢ Principles and procedures of record keeping, technical report writing, and preparation of correspondence and 

presentations. 
➢ Modern office practices, methods, and computer equipment and applications. 
➢ English usage, spelling, vocabulary, grammar, and punctuation. 
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➢ Operate modern office equipment including computer equipment and specialized software applications 
programs. 

➢ Understand scope of authority in making independent decisions. 
 
 

Education and Experience: 
 
➢ A master’s degree from a college or university accredited by a regional accrediting agency recognized by the 

United States Department of Education, and 
➢ Three (3) years of administrative leadership experience in institutional assessment, research, and planning. 
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