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13. Build and maintain an adequate system for access and use of cum files and 

records. 
14. May be responsible to provide staff, parents and students with all pertinent 

information regarding enrollment and transfers of students and records. 
15. Maintain group lists  (band, vocal, etc.). 
16. Track pertinent enrollment/attendance data for reports/statistical evaluations. 
17. Produce school-opening lists for class placements.  Print and distribute student 
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Education: 

Equivalent to the completion of the twelfth grade.


