>
SCHOOL DISTRICT

Position Title: DataQuality Coordinator PCN: Multiple
: Location/ i i i
Department/School: Studentinformation 3999BridgeviewDrive
p Address: | North CharlestonSC 29405
Reports to(Title i i i Work
onlr))/)' ( Pupil AccountingOfficer Hours 7:00 am to 3:30 pm

Salary/Position

Category: ] Non-Certified Administrator ~ [_] Certified Administrator ~ [=] Non-Exempt Hourly ~ [] Teacher

Class Title/ DBM B32 240

Position #
(to be completed by of days
HR)
Travel Required Travelwithin districtto schoolsandoffices. Limited travel FLSA [ Exempt
outsideof district. Status [=] Non-exempt

Job Description

JOB PURPOSE/REASON:

To ensurehatthe districtreceivegshe maximumfundingandreportsdataaccuratelyfor accountabilityanddecision-making.
Assistin coding,verify, andmonitor studentdatafor anassignesetof schoolsn accordancevith federal,state anddistrict
guidelinesResponsibldor analysisof statemandatesndresolutionof reportingissuesresearctandprovideguidanceo schools
to ensureaccuracyof complexstudenidatacodingandaccuracyof statereportingin supportof district fundingandprograms.
Responsibldor the submissiorof appropriatestatefunding reportsanddataquality within the state-mandatestudentnformation
systemWork is performedunderminimal supervisiorwith latitudefor exercisingndependenjudgmentandinitiative.

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent ~ [] Associate’s Degree [_] Bachelor’s Degree
[ ] Master’s Degree [=] Other

EXPERIENCE & TRAINING:
AssociateDegreeor 4-7 yearsof experiencenanagementf studentinformationto includeexposureo or familiarity with federal,
state anddistrict codingguidelinesfor fundingandprogramsDisplay excellentcommunicatiorskills with studentsteachers,
administratorsparentandcommunitypartnersDisplayleadershipndsupervisoryskills.
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LICENSING/CERTIFICATION:
Musthaveavalid SCDriver'sLicenseanddependabléransportatiorior work conductedat schoolandothersites.

OTHER SKILLS/REQUIREMENTS:

Otherdutieswill includeassistingvith monitoringof SDE DataQuality ReviewReportsLevelDataValidations,andDataCentral
This job descriptionis notdesignedo coveror containall comprehensivésting of activities,dutiesor responsibilitiegshatare
requiredof theemployedor this job. Duties,responsibilitiesandactivitiesmay changeat any time with or without notice.

PREFERRED QUALIFICATIONS:

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 0 # of non-exempt/classified 0 # of exempt/administrators/teachers
Indirect Reports: Q _ # of non-exempt/classified 0 # of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

« Ability to multitask,organizeandprioritize dutieswithin afastpacedenvironmentResultsorientedwith strongsenseof initiative

andurgency.Provenability to work with clientsandcustomersatall levelswithin the organizationDemonstratesexcellent

interpersonahndcommunicatiorskills. Ability to expressomplexideaswith clarity andprecision Ability to travellocally. Mustbe

proficientin Microsoft Office Suite(Excel,PowerPointWord, etc)andGoogleApps (Docs,SheetsSlides,etc). Skilledin usingthe

Internetfor work-relatedresearchMust haveability to analyzeissuesshift priorities,andcopewith ambiguityin a fast-pasted

environment.

» AnalyzeSDE-mandate&tudentnformationSystem/] evelData,SDE SQR,andDataCentralreportsfor the purposeof identifying,
establishingandmaintainingquality controlsastheyapplyto ensuringaccuracyof studentdata.

* Providedirectionandassistancéo schools pffices,anddistrict staffin resolvingproblemsrelatingto all studentdataasin
accordancevith federal,state, anddistrict guidelines.

« Comprehendfederal,state anddistrict guidelinesrelatedto datamonitoringgoalsandappliesthoseto the studentinformation
systemcore,state,andcustomfields.

« Providetechnicalsupportanddatacodingguidancewith respecto applicablenstructionalandsupportserviceprograms;

 Performsmonitoringtasksasit relatesto theschoolsto includeenrolimentattendanceschedulinggrading,andincident
managemerreporting.

« Takeinitiative to identify trainingneedsandexecutecoaching.

» Conductperiodicmeetingsandassignedchoolpersonnefor training.

« Providesdaily performancenanagemertb assignedchoolso improvework relationshipsbuild morale,andincreasgroductivity;

« Act asliaisonbetweerschoolsandCentralStaff for submissiorandaccuracyof studentdata.

« Communicatectivelywith CentralOfficesto reviewcross-departmentahpactsandreconciledata.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

« Ability to maintainconfidentialityin working with personnelndstudentdata;

* Ability to maintainandcarryoutassignegrojectsto their completion;

« Ability to communicateffectivelyverballyandin writing;

« Ability to establistandmaintaineffectiveworking relationshipsvith employeesandthe public;

* Ability to meetdeadlines;

* Serveon projectteamsfor processmprovemeninitiatives;

« Presenfundingreportsandstudentdatato assignegchoolsanddistrict staff;

« Identify anddevelopplansto improveeffectivenessandefficienciesin supportof accuracyof datawithin the student
informationsystemandrelatedreporting;

PHYSICAL/MENTAL REQUIREMENTS:

» Dexterity of handsandfingersto operatea computeikeyboardmouseandto handleothercomputercomponentsAbility to sit for
extendedgeriodsof time; Ability to dealwith stressassociateavith meetingmultiple deadlines.

» Useof computerprinter, telephonescannerMS Office software GoogleApps, AdobeAcrobat,GMail andability to complete
complexadministrativeprocesses.

» Work is performedn anormalheatecbr air-conditionedffice environmentExertingup to 10 poundsof force occasionallyand
ableto lift, carry, push,pull or otherwisemoveobjects.Sedentaryork involvessitting mostof thetime. Moderatedegreeof
stresdasedon a fastpacedenvironmentwith fluctuatingdeadlines.

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 CathleerMilne Date 07/01/2022
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources Date
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	Position Title: Data Quality Coordinator
	PCN: Multiple
	DepartmentSchool: Student Information
	Location Address: 3999 Bridgeview Drive
North Charleston, SC 29405
	Reports toTitle only: Pupil Accounting Officer
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: B32
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Travel within district to schools and offices.  Limited travel outside of district.
	undefined: Off
	undefined_2: On
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: On
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: • Ability to multitask, organize and prioritize duties within a fast paced environment. Results oriented with strong sense of initiative and urgency. Proven ability to work with clients and customers at all levels within the organization. Demonstrates excellent interpersonal and communication skills. Ability to express complex ideas with clarity and precision. Ability to travel locally. Must be proficient in Microsoft Office Suite (Excel, PowerPoint, Word, etc) and Google Apps (Docs, Sheets, Slides, etc).  Skilled in using the Internet for work-related research. Must have ability to analyze issues, shift priorities, and cope with ambiguity in a fast-pasted environment. 
• Analyze SDE-mandated Student Information System, LevelData, SDE SQR, and Data Central reports for the purpose of identifying,
  establishing, and maintaining quality controls as they apply to ensuring accuracy of student data. 
• Provide direction and assistance to schools, offices, and district staff in resolving problems relating to all student data as in
  accordance with federal, state, and district guidelines.
• Comprehends federal, state, and district guidelines related to data monitoring goals and applies those to the student information
  system core, state, and custom fields.
• Provide technical support and data coding guidance with respect to applicable instructional and support services programs; 
• Performs monitoring tasks as it relates to the schools to include enrollment, attendance, scheduling, grading, and incident
  management reporting.
• Take initiative to identify training needs and execute coaching.
• Conduct periodic meetings and assigned school personnel for training.
• Provides daily performance management to assigned schools to improve work relationships, build morale, and increase productivity; 
• Act as liaison between schools and Central Staff for submission and accuracy of student data.
• Communicate actively with Central Offices to review cross-departmental impacts and reconcile data.

	Department Head: Cathleen Milne
	Date: 07/01/2022
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Job Purpose: To ensure that the district receives the maximum funding and reports data accurately for accountability and decision-making. Assist in coding, verify, and monitor student data for an assigned set of schools in accordance with federal, state, and district guidelines. Responsible for analysis of state mandates and resolution of reporting issues, research and provide guidance to schools to ensure accuracy of complex student data coding and accuracy of state reporting in support of district funding and programs. Responsible for the submission of appropriate state funding reports and data quality within the state-mandated student information system. Work is performed under minimal supervision with latitude for exercising independent judgment and initiative.
	L/C: Must have a valid SC Driver's License and dependable transportation for work conducted at school and other sites.
	other skills: Other duties will include assisting with monitoring of SDE Data Quality Review Reports, LevelData Validations, and Data Central
This job description is not designed to cover or contain all comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice.
	Preferred Qualifications: 
	Primary Cont'd: 
	Secondary: • Ability to maintain confidentiality in working with personnel and student data; 
• Ability to maintain and carry out assigned projects to their completion; 
• Ability to communicate effectively verbally and in writing; 
• Ability to establish and maintain effective working relationships with employees and the public; 
• Ability to meet deadlines; 
• Serve on project teams for process improvement initiatives; 
• Present funding reports and student data to assigned schools and district staff; 
• Identify and develop plans to improve effectiveness and efficiencies in support of accuracy of data within the student
  information system and related reporting; 

	Physical: • Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Ability to sit for
  extended periods of time; Ability to deal with stress associated with meeting multiple deadlines. 
• Use of computer, printer, telephone, scanner, MS Office software, Google Apps, Adobe Acrobat, GMail and ability to complete
  complex administrative processes. 
• Work is performed in a normal heated or air-conditioned office environment. Exerting up to 10 pounds of force occasionally and
  able to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the time. Moderate degree of
  stress based on a fast paced environment with fluctuating deadlines.

	Exp/Training: Associate Degree or 4-7 years of experience management of student information to include exposure to or familiarity with federal, state, and district coding guidelines for funding and programs. Display excellent communication skills with students, teachers, administrators, parents and community partners. Display leadership and supervisory skills.  
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