Oct 2000


ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

POSITION: DISTRICT DATA TECHNICIAN

CLASS DEFINITION: Under supervision of the Director of Information Systems, is responsible for the operation and support of the district’s SASIxp student information database, other applications including but not limited to mapping and testing software, as well as the Help Desk and Work Order Database.

DUTIES AND RESPONSIBILITIES:

1. Monitor the SASIxp system and verify all District data transfers.

2. Provides first line of telephone support for problem analysis and resolution involving application software usage, or network procedures.  Communicate to all parties for problem resolution ranging from initial user, Network Technician, District Specialist, and/or Director.

3. Provides general support for applications software usage in the areas of:

· Training and general use

· Special query program development

· Report generation procedures for users

4. Develops school/district database standards and procedures

5. Develops student information database design for special programs

6. Generates and interprets extensive statistical data for district, state and federal reports.

7. Performs SASIxp New Year Rollover processing.

8. Collects and organizes student data from feeder districts for input of yearly incoming 9th graders.

9. Import and export data, between and within applications to mass enroll incoming 9th graders.

10. Works with Site Data Technicians to develop database integration procedures for maintaining district consistency.

11. Responsible for all student database backup procedures to ensure data integrity.

12. Maintains and monitors security standards and procedures for student information database users to ensure the integrity and safety of all data.

13. Conducts an orderly shut down of the student information database when required.  

14. Monitors backup procedures within the district, and works with District Specialist to ensure the integrity and safety of all student data.

15. Performs all of the required file maintenance duties, (purging records, indexes, patches, upgrades, enhancements, etc as necessary to maintain a productive student information database.

16. Serves as the primary interface for all Information Systems work order requests for the district.

17. Performs geocoding (mapping software), for school boundary and enrollment analysis.  Maintains current information, transfers data into and out of the mapping software, and prepares demographic reports.

DESIRABLE QUALIFICATIONS:

Experience:
At lease one year of in-school operation experience with a general understanding of microcomputers and basic software, such as word processing, spreadsheet, Email, Internet, and one year of experience using a micro computer on a network.

Education:
Completion of 12th grade or equivalent and one year of technical training or related experience.

Knowledge of:
School operations (Student Systems), basic microcomputer operations in a Window 95 environment.  Microsoft Office (Word, Excel, Access, PowerPoint)

Ability to:
Train and support school personnel, analyze problems and develop appropriate resolutions.  Import and export data, between and within applications, both DOS and Windows.  Learn new applications, and adapt to changes in existing applications.


PHYSICAL ABILITIES:  Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps and ladders.  Able to push and /or pull a variety of tools, equipment and objects weighing up to 40 pounds.  Able to lift up to 40 pounds.  Able to carry up to 40 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.  Able to work with a variety of chemical agents in a safe and effective manner without allergic reaction.  Able to demonstrate manual dexterity necessary to perform fine maintenance procedures and operate both manual and power hand tools in a safe and effective manner.

SUPERVISION OVER:

None                                              

SUPERVISION FROM:

Administrative Supervisor

