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POSITION TITLE: SIS/Data Coordinator 
 
F.L.S.A: Exempt 
 
QUALIFICATIONS: Bachelor’s degree in Computer Information 

Systems or a combination of education 
certification and related technical experience.  
Complex understanding of School Scheduling 
and student information databases. 
Ability to instruct secretarial staff with new 
procedures. 
Computer Proficiency required, including 
Microsoft Office and Database applications. 
Thorough Access database experience. 
Desire to continue career improvement by 
enhancing skills and job performance. 
 

 
REPORTS TO: Assistant Superintendent-Operational Services 
 
TERMS OF EMPLOYMENT: 260 days, plus benefits according to Board 

Policy. 
 
JOB GOAL:  To supervise the collection of student data within the student 
information software for the district and export district data for Core Data and other 
third party software. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Supervises Secretarial Staff. 
2. Supervises the collection and maintenance of student data 
3. Update Student Database Systems 
4. Develops procedures for secretarial staff for daily operations and Core Data 

Reporting. 
5. Responsible for all Core Data reporting to DESE. 
6. Leads the Core Data Team 
7. Provides documentation for Auditors for Core Data Reporting. 
8. Extracts data from student database system for all required software.  Ex. 

Transfinder, Renaissance Learning, Edmin, etc. 
9. Maintain complex databases. 
10. Develop training plans for software implementation and train end users. 
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11. Attend training classes as necessary. 
12. Create/maintain documentation for all job-related procedures. 
13. Plan and implement projects, with attention to detail and accuracy. 
14. Ability to work to implement the vision and mission of the district. 

 
 
OTHER JOB FUNCTIONS: 
 
1. Communicate regularly with technical staff to ensure database integrity and 

security. 
2. Ability to schedule own time, be proactive, work under pressure, meet deadlines, 

and set priorities without direct supervision. 
3. Demonstrate professionalism and appropriate judgment in behaviour, speech, 

dress, and appropriate professional manner for the work setting. 
4. Maintains strict confidentiality. 
5. Demonstrates effective human relations and communication skills. 
6. Adheres to good safety practices. 
7. Adheres to all district rules regulations, and policies 
8. All other duties as required or assigned. 
 
PHYSICAL DEMANDS: 
 
While performing the duties of this position an employee is regularly required to sit, 
talk and hear.  The employee is frequently required to walk and use fingers.  The 
employee is occasionally required to stand, reach, and bend and lift and carry up to 
ten pounds.  The employee must have the ability to lift 40 lbs to shoulder height 
occasionally.  Close vision ability to look at a computer screen for long periods of 
time is required. 
 
CONDITIONS AND ENVIRONMENT: 
 
The environment is consistent with typical office and/or school environment. 
 


