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Job Description 

USD 265 – Goddard Public Schools 
 

POSITION:    Database Administrator 
 

RESPONSIBLE TO:  Director of Technology 
 

EVALUATED BY:   Director of Technology 
 

TERMS OF EMPLOYMENT: Classified, Hourly rate of pay, 12 month position 
 

PURPOSE OF POSTION: Assist personnel in using the district database system for student information (SIS) 

and provide training to secretarial, administrative and teaching staff in its use.  Assist 

the district in utilizing and managing other technology as needed. 

 
 

ESSENTIAL DUTIES: 
1. Assist all personnel in data entry to maintain an accurate student data base 
2. Assist school personnel to produce reports as needed, including QPA and district student membership and attendance reports 
3. Assist in correcting hardware and software problems related to SIS, assist in configuration of  equipment as needed, maintain 

maintenance logs and written reports of operation, serve as the district contact for Skyward support and when necessary, 
contact SIS software support for technical information. 

4. Attend training to develop and retain a high level of expertise in all areas of SIS 
5. Conduct training for teachers and all other staff to ensure competency in their use of the program. 
6. Coordinate all enrollment procedures, including the enrollment package, progress reports, attendance reports, and grade 

reporting. 
7. Coordinate with the counseling staff, an accurate and timely registration process. 
8. Complete other duties as assigned by the director of technology. 
9. A classified employee may be transferred at any time to any job which he/she is qualified to perform and when the transfer is 

deemed to be in the best interest of the district. 

QUALIFICATIONS: 
1. Bachelor’s Degree preferred. 
2. Experience with school district based information systems and grade book applications. 
3. Experience with managing and administration of SIS is preferred. 
4. Experience with managing and administration of data base management systems and applications. 
5. Must have a valid driver’s license. 

 

ATTENDANCE REQUIREMENTS:  
A forty (40) hour work week is required.  Attendance to district computer coordinator meetings and designated training sessions is 

required. 

 

PHYSICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS: 
1. Manage all duties with the mobility, agility, dexterity, and focus observation it takes to meet standards of performance. 

2. Moderate environmental conditions and noise levels. 

 

PERFORMANCE STANDARDS: 
1. Must support building, district mission, goals, and objectives. 

2. Must meet standards in a time sensitive manner as determined by the Director of Technology. 

3. Must demonstrate language arts and communication skills:  sentence structure, spelling, punctuation, speaking, and the ability 

to handle routine and sensitive correspondence and communication. 

4. Must perform essential duties including resolving work orders generated from assigned building(s). 

5. Must meet all safety requirements as directed by assigned building/school district. 

6. A performance evaluation will be conducted according to District Policy by the employee’s supervisor or their designee.  

 

 

I have read and understand the above job description and can comply fully with all requirements. 

 

   

Employee Signature  Date 

   

Supervisor Signature  Date 

 


