
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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HR Form, Revised 2/28/2014 

 
LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Student Data Specialist
	PCN: Location Specific
	DepartmentSchool: Location Specific
	Location Address: Location Specific
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Some travel may be required within the district.
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: 2 years of comparable experience.  General knowledge of office practices and procedures; ability to multi-task and handle confidential information; ability to follow directions verbally and in writing; Knowledge of computer applications to include Microsoft Office Suite; strong oral and written communication skills; excellent organizational and interpersonal skills.


	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 
	JOB PURPOSE/REASON: To perform duties relating to the maintenance of student records in SDE-mandated student information system (currently PowerSchool).  Must maintain a working knowledge of SC Department of Education data requirements and state and federal guidelines and procedures. Must possess the ability to interpret and apply the requirements as part of daily responsibilities.  Must ensure records are complete and accurate.  Works under general supervision and follows established methods and procedures for processing reports. 
	PRIMARY POSITION RESPONSIBILITIES: State Reporting:
   • Ensures students are properly coded to receive the correct weighted funding per pupil for Average Daily Membership and Add On
     Weighting reports to include Education Finance Act, Education Improvement Act, High Achieving, Dual Enrollment, Gifted and 
     Talented, English to Speakers of Other Languages, Career and Technology Education;
   • Completes coding for Head Start, Early Head Start, Early Childhood and CERDEP programs;
   • Completes coding of instructional setting for all students with an Individual Education or 504 Plan.
   • Prepares quarterly reports at 45, 90, 135, and 180-day; and
   • Maintains data on homebound and home-based students.  Collaborate with the Department of Alternative Programs to ensure the
     students are served and attendance is recorded.
Student Schedules and Grades:
   • Required to prepare student schedules and process changes;
   • Verify student schedules are complete and work with administrators to resolve overlapping enrollments;
   • Run reports for building administrators to assist in identification of out of sync and blank grades; and
   • Required to troubleshoot report card discrepancies and instruct teachers on processing corrections.
Attends mandatory training sessions to enable independent evaluation of student services, residency, proper coding, and application of appropriate absenteeism/truancy protocols through school-based team.
Responds to internal and external requests for information.

	Text15: N/A
	Text16: N/A
	Text17: 2 years post secondary education; 4 years of comparable experience; Knowledge of Google Apps including mail, calendar, drive, etc.;
SC Department of Education mandated student information system (currently PowerSchool) or other Student Information System.

Experience with SDE Data Quality Reports, LevelData validations, Data Central, PS Enrollment
	Text18: • Performs additional duties as assigned by the supervisor.
	Text19: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Sitting for extended periods of time; and
Ability to sit, stand, or bend and lift a minimum of 50 pounds.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: B22
	Reports toTitle only: Principal
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: Student Registration and Enrollment Counts:
   • Processes student enrollment after verifying required documentation including proof of residency;
   • Reviews registration submissions to ensure documentation for  students needing additional services are forwarded to school-based   
      program leads (Gifted & Talented, MLP, Exceptional Children)
   • Process student withdrawals ensuring proper exit coding which impact high school graduation rates;
   • Will perform follow-up checks on students who are withdrawing from school, collaborate with Department of Alternative Programs 
     where needed; and
   • Identifies and submits student enrollment counts during first 10-days of school consistent with guidance provided by district for 
     purposes for staff allocations.
Student Attendance:
   • Maintains daily records of student attendance;
   • Ensures attendance is taken by teachers;
   • Edits attendance coding based on parent notes;
   • Publishes a daily absence list if required by the principal;
   • During the first 10-days of school, collects all attendance cards and ensures that absences are accurately recorded;
   • Has telephone contact with parents regarding absences, excuses and early dismissals. Calls are made to request information or to
     verify absences and/or early dismissal;
   • Track student tardies, enter sign in time, and prepare admittance slips for students; and
   • Process early dismissal requests and ensure entry is made with reason for dismissal and sign out time;
Chronic Absenteeism, Truancy and Incident Management:
   • Monitor Chronic Absenteeism and Truancy reports to ensure notifications are sent to families and intervention plans are completed
     and entered by the Attendance Team;
   • Complete follow up for students that are reported as cutting class, enter attendance coding;
   • May be required to attend intervention meetings with parents, Truant Office and Guidance Counselor; 
   • Ensures attendance related incidents are properly recorded in Incident Management; and
   • Coordinates with administrators to ensure agreement between discipline and attendance data.


	Work Hours2: 
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




