(NEW 8-16-11)
JOB DESCRIPTION
TITLE POSITION CONTROL SPECIALIST
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ Associate’ s degree in business, accounting, computer science or

Experience mathematics; or two years related experience; or equivaent
combination of education and experience which provides the required
knowledge, skillsand abilities for this position. Advanced level
computer skills required (e.g., word processing, spreadsheets, data
bases, ability to use email).

Language Skills Ability to read and comprehend simple instructions, short
correspondence, and memos. Ability to write simple correspondence.
Ability to effectively present information in one-on-one and small
group situations to customers, clients, and other employees of the
organization.

Mathematical Skills Ability to calculate figures and amounts such as discounts, interest,
commissions, proportions, percentages, area, circumference and
volume. Ability to apply concepts of basic algebra and geometry.

Certificate/License N/A

Reasoning Ability Ability to solve practical problems and deal with avariety of concrete
variables in situations where only limited standardization exists.
Ability to interpret avariety of instructions furnished in written, oral,
diagram, or schedule form.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of thisjob. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of thisjob, the employeeisregularly
required to sit; use hands to finger, handle, or feel; and talk and hear.
The employeeis occasionally required to stand and walk. The
employee must occasionaly lift and/or move up to 10 pounds.
Specific vision abilities required by this job include close vision, and
the ability to adjust focus. The employee shall remain free of any
alcohol or non-prescribed controlled substance while on duty. In



addition, the employee shall be free of any substance, prescribed or
otherwise, that impairs the employee’ s work performance or the
safety of others while on duty.

Work Environment The work environment characteristics described here are
representative of those an employee encounters while performing the
essential functions of thisjob. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential
functions. The noise level in the work environment is usually
moderate.

REPORTSTO Manager of Staff Allocations

GENERAL RESPONSIBILITIES

1. Reviewsall Personnel Action Formsto ensure allocation availability and funding
accuracy.

2. Servesasapoint of contact for position funding.

SPECIFIC RESPONSIBILITIES

1. Exercisesinitiative and judgment within an assigned scope of authority and assumes
responsibility with minimal supervision.

2. Reviews and makes adjustments to Personnel Action Forms as needed.

3. Collaborates with Budget Department for determination of position funding per
Financial and Program Cost Accounting and Reporting for Florida Schools (Redbook).

4. Develops and maintainsinternal funding documentation.

5. Utilizesinterna reports and data mining tools for funding verification purposes.
6. Provides funding support to school and district personnel.

7. Conducts periodic Position Control roster reviews.

8. Servesasbackup to Allocation Specialist.

9. Performs other tasks as assigned.
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