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JOB TITLE: District PEIMS Specialist      STATUS: Exempt 

 

REPORTS TO: Director of PEIMS    TERMS: 230 days/Non-Contract 

         

DEPARTMENT: Business Office      PAY GRADE: AB102 

 

 

PRIMARY PURPOSE: 

 Serves as a trainer and mentor for new campus PEIMS clerks (registrars and attendance clerks), and assists 

 campus and PEIMS department in entering, maintaining, verifying and auditing  student records and 

 PEIMS data as required by the District and TEA. 

  

QUALIFICATIONS: 

Education/ Certification:   
Bachelor’s degree or 5 years’ experience in a related field 

 

Special Knowledge/Skills: 

 Knowledge of PEIMS Data Standards 

 Knowledge of computer hardware and software applications  

 Strong organizational, communication and interpersonal skills 

 Ability to interpret policy, procedures and data 

 Strong knowledge of attendance laws and coding 

     

Experience: 
 Experience in data processing preferably related to automated student records in a public school setting. 

 

MAJOR RESPONSIBILITIES AND DUTIES: 
1. Train and mentor district Registrars/Attendance clerks 

 

2. Provide temporary PEIMS assistance to a campus during a short term vacancy. 

 

3. Assist in performing audits to include but not limited to TRex, Perm Folders, Attendance and Leavers. 

 

4. Assists with coordination of district PEIMS submissions related to student record maintenance for 

demographic data, special programs and attendance. 

 

5. Assists schools and administrative departments to manage all automated student records in the district 

within established plans, policies and procedures as they relate to PEIMS. 

 

6. Work with administrators responsible for student records and instruction to support district policies and 

procedures regarding coding of student information as it relates to PEIMS. 

 

7. Assists with planning and executing continuing training and information dissemination so that all 

administrators, clerks and teachers are able to effectively carry out district procedures with respect to 

student record systems and PEIMS processing. 

 

8. Recommends plans and procedures concerning data classification, data ownership, consistent data 

definitions and business rules in regards to PEIMS. 

 

9. Assists with managing and distributing aggregated student information to the appropriate PISD department 

heads to ensure compliance with information needs and state and federal reporting requirements. 

 

10. Assists with development of training materials and improvement plans to ensure exemplary operations as 

required by PEIMS. 

 

11. Attends professional growth activities to keep abreast of innovations as related to PEIMS. 
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12. Perform other assigned duties as may be required by Supervisor. 

 

Mental Demands/Physical Demands/Environmental Factors: 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals 

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse; occasional reaching 

Lifting: Occasional light lifting and carrying (able to lift up to 35 pounds) 

Environment: May work prolonged or irregular hours 

Mental Demands: Work with frequent interruptions; maintain emotional control under stress 

 

 

 

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. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. 

 

 

_________________________________ 

Printed Name 

 

 

________________________________                                                                                         

Signature 

 

 

_________________________________ 

Date 

                                                                                  


