
MODESTO CITY SCHOOLS 
 

Job Description 
JC 0136 

PLANNING ANALYST 
 
 

OVERALL RESPONSIBILITY 
 
Under general direction, assume management responsibility for a variety of planning and demographic studies, tracking and 
reporting; forecast enrollment, facilities and school attendance boundary needs; develop and maintain a variety of complex 
data base and statistical records.  
 
 
SPECIFIC RESPONSIBILITIES 
 
1. Maintain subdivision activity data base to support enrollment projections and boundary adjustments.  
 
2. Conduct student generation rate studies for various housing types. 

 
3. Maintain enrollment history data base by year, school and grade level.  

 
4. Develop and maintain student data base within geographic information system programs to support long range 

enrollment projections and boundary adjustments.   
 
5. Conduct school boundary studies and generate options for boundary adjustments to accommodate shifting enrollment 

patterns, including community relations.  
 
6. Maintain district and school boundary records, legal descriptions and maps.. 

 
7. Generate and distribute school assignment address index.  

 
8. Calculate short and long-range student enrollment projections by grade level, school and district. 
 
9. Collect and maintain information from a wide variety of sources to support long-range planning for future facilities 

needs.  
 
10. Update and maintain long-range growth projections and facility needs for the district.  

 
11. Perform responsible administrative, analytical and investigative duties in the areas of demographics and master 

planning.  
 
12. Monitor and respond to residential development activities and general plan/zoning proposals and compute potential 

effects on enrollment.  
 
13. Design, prepare and distribute a variety of technical reports to assist in the planning process.  
 
14. Coordinate planning procedures with surrounding school districts.  
 
15. Provide various planning services to GMRAA members.  
 
16. Maintain up-to-date records of all school and classroom facilities and utilization to determine school capacities.  
 
17. Develop and maintain statistical analysis and reporting procedures through a variety of computer software programs. 
 
18. Establish and maintain cooperative relationships with those contacted during the course of work. 
 
19. Perform other related duties as assigned. 
 
 
 
 



PLANNING ANALYST (continued) 
 
 
WORK YEAR 
 
Approved days as specified on the Management Salary Schedule. 
 
 
SALARY 
 
Management Salary Schedule. 
 
 
QUALIFICATIONS 

Knowledge/Ability 
 Minimum Requirements: 

Ability to collect, analyze and compile technical information and to prepare reports, charts and maps 
summarizing the data. 

Knowledge of and ability to utilize complex software in the development of data bases, projections and 
other related applications. 

Knowledge of and ability to apply statistical research methods/analyses and their use in a variety of 
applications. 

Ability to interact with various public agencies responsible for planning and development of the local 
geographic area. 

Knowledge of and ability to organize and conduct complex studies. 
Knowledge of and ability to apply problem solving processes and techniques. 
Ability to evaluate and analyze data and make sound recommendations based on considered judgement. 
Ability to translate loosely defined District needs into specific applications with minimal direction or on 

own initiative. 
Ability to work cooperatively and effectively with groups and agencies with diverse interests. 
Ability to understand and implement complex oral and written directions given in English. 
Ability to compose clear, complete and concise correspondence and reports independently using correct 

grammar, syntax, punctuation and spelling. 
   

 Desirable Qualifications: 
Knowledge of and ability to apply principles and practices in forecasting, planning and/or statistical 

research methods. 
Knowledge of or ability to apply automated graphic based modeling techniques. 
Knowledge of and ability to apply management, budgeting and contract administration principles and 

practices. 
Knowledge of and ability to apply effective supervision techniques. 
Ability to understand and use technical information applicable to long-range planning, demographics and 

land use development. 
     
 

Experience 
 Minimum Requirements: 

Successful experience collecting, analyzing and compiling technical information and preparing report, 
charts and maps summarizing the data. 

Successful experience utilizing complex software in the development of data bases, projections and other 
related applications. 

  
Desirable Qualifications: 

Successful experience performing planning duties and responsibilities including enrollment projections, 
master planning, demographic studies and boundary studies. 

 
 

Education 
 Minimum Requirements: 

Graduation from High school or General Education Development (GED) Certificate or California High 
School Proficiency Examination (CHSPE) Certificate. 

 



PLANNING ANALYST (continued) 
 

 
Education  

Desirable Qualifications: 
Graduate degree from an accredited college/university with emphasis in business administration. 

 
 

License 
 Minimum Requirements: 

Valid California Drivers’ License 
 
 

Physical Characteristics 
 With or Without the Use of Aids 

Sufficient vision to read small print. 
Sufficient depth perception to file documents. 
Sufficient hearing to hear normal and telephone conversations. 
Ability to speak in an understandable voice and with sufficient volume to be heard at a normal conversation 

distance and on the telephone. 
Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer 

keyboard, typewriter and other business machines. 
Sufficient physical ability to sit or stand for prolonged periods of time. 

 
 
REPORTS TO: 
 
Director, Planning and Research 
 
Board Approved: 6/11/91 
Revised: 10/28/99 
Cabinet Approved: 11/1/99 
Board Approved: 11/15/99 
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