GATEWAY UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION: APPLICATION SYSTEMS TECHNICIAN
RANGE L

DEFINITION OF POSITION:

Under the supervision of the Superintendent or Designee performs high level data entry,
technical and support services for all District student data systems; manages installation
and support of applicable software and other District resource application systems;
provides technical support for site personnel, training, software updates, troubleshooting,
and other PC applications as necessary. Performs other related duties as assigned.

ESSENTIAL FUNCTIONS:

* Acts as AERIES (CSIS) and CalPADS Application Systems Technician coordinator for
all student information systems for the district.

*Manages and maintains daily tasks for student information systems and District
resource application systems.

* Assists site and district personnel in the use and proper procedures of student
information systems.

* Provides training for all student information systems software.

*Provides technical support to site users and district system users related to student
information systems.

*Is accountable for the integrity of District information system data.

* Responsible for the preparation of files for electronic transmission of data to various
state and education agencies, including but not limited to, Cal-PASS, CTE, Perkins,
ELPAC, (Food Service Surveys (PEBT Cards), Etc.

* Coordinates annual rollover and printing of required district reports.

*Manages the District’s CSIS program and CalPADS reporting system including all
required import and exports.

* Coordinates District’s data calendar with State Pre-Id requirements.

* Collects and complies information pertaining to student information systems.

* Supports student assessments at the site, state and federal level.

* Provides information concerning assessments and procedures to school sites.
*Responsible for the collection and upload of data for the Civil Rights Data Report
(CRDO).

* Supports adopted instructional materials/curriculum for licensing and online access.

« Performs data input and oversees all student information systems data at the district and
site level.

* Coordinates and/or prepares data for various required reports.

QUALIFICATIONS:

Knowledge of:

» Demonstrated experience in all areas of student information fields;

* Demonstrates competence in Windows operating system environment;
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*Knowledge and experience with Aeries, Casemis, CSIS, CalPADS, SEIS, CalSAAS
and Nutra-Kids;

* Possess current industry knowledge of student data base system procedures;

* Possess communication skills to convey technical knowledge in a clear manner;

* Areas of training and instructional programs to improve staff knowledge and the
effective use of student information systems.

Ability to:
* Communicate and work effectively with others;

* Understand written and oral instructions;

* Train others in the use and functions of database systems;

* Work and recognize the necessity for accurate and precise attention to details;
« Utilize appropriate professional channels for communicating concerns.

PHYSICAL DEMANDS:
The physical requirements indicated below are examples of the physical aspects that this
position classification must perform in carrying out essential job functions.

*Persons performing service in this position classification will exert 10 to 20
pounds of force frequently to lift, carry, push, pull, or otherwise move objects.
*This type of work involves sitting most of the time, but will involve walking or
standing for brief periods.

*Perceiving the nature of sound, near and far vision, depth perception, providing
oral information, the manual dexterity to operate business related equipment, and
handle and work with various materials and objects are important aspects of this

job.

Reasonable accommodation may be made to enable a person with a disability to perform
the essential functions of the job.

EXPERIENCE AND EDUCATION:
Any combination of experience and training that would provide the required knowledge
and skill. A typical way to obtain the required knowledge and skill would be:

Experience:
*Demonstrated experience with student information systems and strong technology

background.
* Specialized student information software training.

Education:

* High school diploma or equivalent.
* Coursework or training in student information system databases.
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