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IBERIA PARISH SCHOOL BOARD 
JOB DESCRIPTION 

 

DATA SYSTEMS ANALYST 

 
 
 

 
QUALIFICATIONS: 
A baccalaureate degree from an accredited college is required.  Preference will be given to candidates with a bachelor’s 
degree in computer science/information technology or 3 years of work experience in computer programming and data 
validation and manipulation. 
 
REPORTS TO: 
Chief Technology Officer 
Director of Business and Operations  
 
SUPERVISES: 
Associate Data Systems Analyst 
 
PERFORMANCE RESPONSIBILITIES: 

1. Supervises, analyzes, and maintains all tasks related to the operation of central office data systems related to 
the design, programming, documentation, implementation, maintenance and usage. 

2. Reviews all requests for software applications and makes recommendations to appropriate authorities as to the 
feasibility of implementing a new application.  Designs and develops all computer programs and procedures 
necessary to implement approved application.  

3. Extracts data from multiple data systems and prepares reports in a logical format as requested by supervisor. 
4. Recommends the type and format of inputs and outputs used in processing data applications.  
5. Supervises and coordinates the preparation and usability of data and establishes necessary priorities.  
6. Assists school board personnel in the proper utilization of the reports generated.  
7. Conducts periodic review of all applications with appropriate personnel to determine effectiveness of the 

applications and recommends any changes that may be necessary.  
8. Works with individual department users to determine their information processing needs and to respond to 

these needs as directed. 
9. Coordinate school board policies and procedures regarding personal identifiable information. 
10. Maintains written documentation for all applications implemented.  
11. Facilitates public records request. 
12. Ensures back-ups for all data systems.    
13. Provide support for data system used within the school system, including but not limited to Student Information 

System, Human Resources, Accounting, and Payroll.  
14. Troubleshoot software and data issues for all data systems. 
15. Assess the needs of the end users and facilitate training as necessary. 
16. Works with software vendors to maintain good relations and to communicate the needs of the district. 
17. Ensure state reporting requirements are met for all data systems. 
18. Maintains good public relations between the community and the school system.  
19. Sets a good example for others by attitude and conduct. 
20. Adheres to the IPSB policies and procedures.  
21. All employees are subject to Drug/Alcohol testing in accordance to Policy GAME.  
22. Performs other tasks and assumes other responsibilities as assigned by appropriate authorities.  

 
 

EVALUATION 
Performance in this position will be evaluated at least once annually in accordance with Board Policy. 
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Reviewed and Agreed to: __________________________________ Date: ______________________  
    Employee’s Signature 
 
 
Received By: __________________________________________ Date: ______________________ 
                                                                Name and Title 


