JOB TITLE:

Reading First Data Entry Manager
REPORTS TO:
Building Principal

PURPOSE:
The Reading First Data Entry Manager assures that the student information in the data system is accurate and maintains the accuracy of the system through out the school year.  The data entry manager accurately records student data on the DIBELS data management during/after every Benchmark period.     

SPECIFIC DUTIES AND RESPONSIBILITIES:

· Understand and can use the DIBELS data management system.

· Basic understanding of all of the DIBELS measures.
· Records K-3 Benchmark data three times a year.
· Enter data into the system no more than one week after the end of the Benchmark period. 
· Maintains and updates the DIBELS system such as, entering move in students, changing student designations, adjusting incorrect information, etc.

· Available to assist with entering progress monitoring data. 
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