JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Data Program Manager/Accountability Data System Manager
DEPARTMENT: 

Technology Department 

SUPERVISOR: 
Reports to:   Director of Instruction/Technology Coordinator. 

General Supervisor:   Superintendent of Schools

JOB GOAL: 
To collect, maintain, distribute, and manage data that is relevant to student academic achievement for entire district. To enter data required of ADS and other required data for Power School as applicable.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Assist in a confidential capacity with respect to a person who assists managers, supervisors and administrators and determines and effectuates management procedures or school board policies.

· Type letters, memos, and reports.

· Assist Director of Instruction in the collection, management, and distribution of staff and student data relevant to academic achievement for the entire district.

· Submission of ADS files as required by the Public Education Department (PED) to the Public Education Department.

· Manage student information system (Power School) and collaborate with school secretaries as to the appropriate procedures inclusive of submitting information for ADS reporting, such as Bilingual and Special Education.

· Collect DIBELS data and submit Full Day Kindergarten Report to the Public Education Department, as required.

· Manage QSP system and provide reports to Administration, Staff and Parents.

· Prepare graphs on student achievement using appropriate data for the Educational Plan for Student Success (EPSS).

· Provide data to Administration for submitting quarterly and annual reports to PED.

· Assign, locate, and update the Student Identification Number for all students entering the district using the NM PED SIS System.
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· Develop policies/procedures for school secretaries on various issues related to the gathering and submitting of data.

· Any other duties as assigned by supervisor.

MINIMUM QUALFICATIONS:

Experience/Education:
· High school graduate or satisfactory completion of the General Education Development (GED) Test or technical training and Prior related experience.
Skills/Knowledge:

· Must be knowledgeable/competent in different software applications to include: Power School, Power Grade, Quality School Portfolio (QSP); Microsoft Window Applications (Excel, Word, Power Point, Access, Publisher, Outlook), Accountability Data Systems (ADS), Dynamic Indicators of Basic Early Literacy Skills (DIBELS), Measures of Academic Progress (MAP Levels Testing), NM Public Education Department Student Information System (NM PED SIS).
Physical Requirements:
· Sitting, standing, lifting and carrying (up to 50 lbs.), reaching, squatting, kneeling.
Environment/Scheduling:

· Must be able to work in varying degrees of noise, temperature and air quality. 
· Interruptions of work are routine so flexibility and patience are required.
WORK SCHEDULE:

Contract Days:   ???? 12 Months as determined by district calendar

Hours Per Day:  ????  8 hours per day (or pro rated)?
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the adopted board policies.
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This job description for Data Manager is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Data Manager.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Director of Instruction
Approved by:_________________________________ DATE:______________

Technology Coordinator
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