
 

 
 

JOB DESCRIPTION 
 
POSITION TITLE: Data Entry (3)   FLSA STATUS:  Non-Exempt 
DIVISION:   Head Start   PAY GRADE:   3   
HIRING RANGE:  $9.60 - $11.52 per hour 
WORK HOURS:         80 bi-weekly    
 
LOCATION: Cincinnati-Hamilton County Community Action Agency (C-HCCAA) 
    1740 Langdon Farm Road, Cincinnati, Ohio  45237 
 
POSITION SUMMARY:   
To input accurate data at the site for all children, families and staff utilizing appropriate software.  
Duties are carried out in accordance with the Head Start Performance Standards, regulatory 
agencies, and C-HCCAA policies. 
 
ESSENTIAL JOB FUNCTIONS: 
Under General Supervision: 
1. Timely input of data into multiple data systems, paying attention to detail. 
2. Organizing systems to review and monitor changes in data; (i.e., updates to immunizations, 

address and phone number). 
3. Retrieve reports and scan for missing data. 
4. Provide reports to staff as outlined by management. 
5. Troubleshoot inaccuracy in data system in coordination with Sr. Administrator staff. 
6. Complete daily attendance and meal counts. 
7. Attend Grantee-Wide Child Plus User Group and other groups as applicable. 
8. Provide a monthly printout reflecting the current enrollment at each location. 
9. Update/review each child’s records. 
10. Maintain confidentiality for the Head Start children and families. 
11. Maintain a level of good work attendance. 
12. File and record maintenance of each child's record. 
13. Maintains good level of attendance. 

 
This list of job functions contains the essential functions of the job only.   

Other duties may be assigned as necessary. 
 
QUALIFICATIONS AND REQUIREMENTS: 

 The incumbent must have: 

1. A High School Diploma or GED. 

2. Have a computer typing speed of 60 wpm and a 90% accuracy rate.   

3. Have the ability to make accurate arithmetical calculations, knowledge of electronic data 

processing methods and procedures.  

4. Have good written and oral communication and interpersonal skills. 

5. Hold a valid driver’s license and insurance. 



 

6. Be proficient in Microsoft Office applications. 

7. Have experience working with diverse populations, including low to moderate-income 

families. 

8. Have the ability to multi-task, prioritize duties and meet deadlines. 

9. Be able to meet the following physical requirements with or without reasonable 

accommodation: 

a. Use hands to manipulate, handle, feel, and control items or equipment; 

b. Talk and hear; 

c. See and be able to read, write, and interpret written documents; 

d. Lift and move objects weighing up to 25 pounds. 
 
  
WORK ENVIRONMENT AND PHYSICAL DEMANDS: The work environment and physical 
demands described here are representative of those required by an employee to perform the 
essential functions of this job with or without reasonable accommodations. 
 
Work environment: 
Typical office environment, with minimal exposure to excessive noise or adverse environmental 
issues. 
 
Physical demands: 
Ability to meet the following physical requirements with or without reasonable accommodation: 

a. Use hands to manipulate, handle, feel, and control items or equipment; 
b. Talk and hear; 
c. See and be able to read, write, and interpret written documents; 
d. Lift and move objects weighing up to 15 pounds. 

 
 
ORGANIZATIONAL STRUCTURE: 
Reports to: Early Education Principal  
Manages: None  
 
 
 
 
 
 
Cincinnati-Hamilton County Community Action Agency is an Equal Opportunity Employer. The 
Functions, Qualifications, Requirements and Physical Demands listed in this job description 
represent the essential functions of the job, which the incumbent must be able to perform either 
with or without reasonable accommodation. The listed Job Functions do not necessarily include 
all activities that the incumbent may perform. 
   


