
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION 

CLASS TITLE: PLANNING TECHNICIAN 

BASIC FUNCTION: 

Under the direction of the Director-Long-Range Planning , perform a variety of specia lized duties 
involved in the research , collection , processing , analysis, 
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Provide technical assistance and support to Di strict staff, administrators and others concerning Facilities 
planning , student enrollment , student transfers , overflow placement s, facilities fees and other assigned 
functions ; respond to inquirie s, and provide technical information concerning related data, reports, maps, 
issues, legislation , laws, codes, rules , regulation s, policie s and procedure s. 

Prepare and maintain various data , records , reports , map s, visual presentation s and files related to school 
facilities fees, agreement s, housing developments , historical trends, overflow students , boundarie s, 
demographics , boundary adjustments , current and projected student enrollment , school and District 
facilities and properties, capacity , population and housing trends , and assigned activities. 

Prepare , print , distribute , collect , sort, file, proces s and evaluate a variety of data , information, forms and 
paperwork related to student registration , enrollment, student tran sfers, overflow placements, facilities 
fees and other assigned function s; review material s for accuracy and completeness; make corrections as 
needed. 

Review, interpret , evaluate and provide recommendation s concerning the development and 
implementation of guidelines , policies and procedures related to student registration, enrollment, student 
transfers , overflow placements , facilities fees and other assigned functions. 

Monitor and evaluate District facilities needs ; identify need for facilitie s construction project s in 
response to long-range enrollment projection s; research and provide technica l information and 
recommendation s concerning boundary adju stment s, school closure s and related matter s. 

Maintain and update Secured Agreement s and Public Schools Indenture document s between the District 
and res
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Maintain current knowledge ofla ws, codes, ordinance s, regulation s and pending legislature related to 
assigned duties; provide input concerning the modification of program s, plan s, project s, boundaries and 
procedures to assure compliance with local, State and federal requirement s as appropriate . 

OTHER DUTIES: 
Perform related dutie s as assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Principle s, practice s, procedure s and technique s involved in the research , collection , analysis, 
interpretation and reporting of stati stical data. 
General standard s, requirement s, issues, practice s, guideline s, policies and procedure s related to short 
and long-range school facilitie s planning , student enrollment , student transfers, overflow placement s, 
facilitie s fees, school boundarie s and other assigned function s. 
Terminolo gy, practice s and procedure s used in demographic and data evaluation. 
Projection methods for birth , population , housing and enrollment trends. 
Data collection information systems and 




