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Director of Student Services 
Employee Name (Print): _______________________________________

Reports To:

Deputy Superintendent
Dept/Campus:

Administration




Paygrade: P4
Wage/Hour Status: 
Exempt





Date Revised: November 2019
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Responsible for ensuring compliance with accountability standards, laws, regulations, and policies. Oversee the district’s efforts in the area of student data, enrollment, attendance, transfers PEIMS compliance, and records management.  Ensure student data integrity and compliance.    
QUALIFICATIONS:
Education/Certification:
Bachelor’s degree in accounting, management, finance, or business

Master’s Degree preferred

Special Knowledge/Skills:
Evidence of the ability to acquire, analyze and report a variety of data

Knowledge of the PEIMS reporting process and accountability system

Evidence of an understanding of system accountability, research, and development

Strong analytical, organizational, communication, and interpersonal skills

Ability to plan and conduct financial and management audits

Knowledge of generally accepted accounting principles

Ability to interpret policy, procedures, and data

Ability to use personal computer to analyze and organize data into required reports

Experience:
Three years in a related field

Preferred analytical and statistical experience

MAJOR RESPONSIBILITIES AND DUTIES:

	1. 
	Responsible for the district student enrollment processes and compliance

	
	

	2. 
	Review departmental records, reports, documentation, and operating procedures to ensure compliance with federal and state law, State Board of Education rule, local board policy, and administrative procedures.

	
	

	3. 
	Oversee the student transfer processes, guidelines and policies.

	
	

	4. 
	Responsible for balancing class sizes across the district and filing TEA waivers as required.  

	
	

	5. 
	Responsible for student enrollment projections, assist with master scheduling, to coordinate with district staffing and financial budget processes.  

	
	

	6. 
	Compile, maintain, file, and present all reports, records, and other documents as required.

	
	

	7. 
	Responsible for Morriss Elementary enrollment to assist with managing student applications, collaborating on testing dates and requirements, and student criteria and eligibility.  

	
	

	8. 
	Assist with organizing Pre-Kindergarten and Kindergarten roundup and managing district-wide Pre-Kindergarten enrollment.

	
	

	9. 
	Comply with policies established by federal and state law, State Board of Education rule, and local board policy in the area of internal auditing.

	
	

	10. 
	Ensure the timely and accurate reporting of the Public Education Information Management System (PEIMS).

	
	

	11. 
	Collaborate with other personnel to provide quality assurance and control for district reports, plans, surveys, and other areas as determined by the superintendent.

	
	

	12. 
	Facilitate the analysis of all systems district-wide for the purpose of continuous improvement.

	
	

	13. 
	Obtain and use evaluative findings, including student achievement data, to examine program and administrator effectiveness.

	
	

	14. 
	Contribute to the recommendation of sound policies directed toward the improvement of all district practices.

	
	

	15. 
	Develop and maintain a database reflective of student performance at all levels of the district.

	
	

	16. 
	Serve as primary source of internal and external research data.

	
	

	17. 
	Assist staff in meeting, interpreting and documenting accreditation standards.

	
	

	18. 
	Provide excellent customer service and support to parents, community, district and campus staff members.  

	
	

	19. 
	Ensure that programs are cost effective and funds are managed prudently.

	
	

	20. 
	Facilitate the care and protection of District property.

	
	

	21. 
	Implement the policies established by federal and state law, State Board of Education rule, and the local board policy.

	
	

	22. 
	Facilitate all quality and compliance issues associated with the implementation of the District student management system.

	
	

	23. 
	Develop professional skills appropriate to job assignments.

	
	

	24. 
	Demonstrate behavior that is professional, ethical, and responsible.

	
	

	25. 
	Utilize information provided through assessment instruments and the district appraisal process to improve personal performance.

	
	

	26. 
	Seek, accept, and respond positively to evaluative feedback.

	
	

	27. 
	Actively seek professional development activities designed to improve both personal and District performance.

	
	

	28. 
	Maintain a positive and effective relationship with supervisors.

	
	

	29. 
	Effectively communicate with colleagues.

	
	

	30. 
	Deal sensitively and fairly with persons from diverse cultural backgrounds.

	
	

	31. 
	Approach problem solving tactfully with directness and integrity.

	
	

	32. 
	Respond to suggestions for improvement in a positive manner.


	
	

	33. 
	Coordinate and administer technology needs for systems relating to attendance, grade reporting, scheduling, demographic data and budgetary information.

	
	

	34. 
	Develop training and materials for district personnel regarding data systems and processes.


	35.
	Administer the departmental budget and ensure that programs are cost effective and funds are managed prudently.


SUPERVISORY RESPONSIBILITIES:
Secretarial staff and Coordinator of Student Services/PEIMS
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Ability to communicate effectively (verbally and written); interpret policy, maintain emotional control under stress; maintain a clear focus on customer service; ability to manage others in a non-coercive manner 

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs.Frequent district-wide and occasional statewide travel; occasional prolonged and irregular hours.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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