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JOB TITLE:                       Clerk, District PEIMS STATUS:  Non-Exempt 

 

REPORTS TO:                Chief Financial Officer TERMS:  240 

 

DEPARTMENT:                  Business Office PAY GRADE: AS204 
 

 

PRIMARY PURPOSE: 
Provide accurate and efficient Public Education Information Management System (PEIMS) data 

information and systems technical expertise for all school locations and administrative departments. Assist 

the PEIMS Administrator in the preparing of the district’s reports for the Superintendent and State. 

 

QUALIFICATIONS: 

Education: 
High school diploma, required 

Bachelor’s Degree, preferred 

Extensive knowledge and experience with the state PEIMS data system. 

 

Special Knowledge and Skills: 
Extensive computer skills 

Ability to follow complex instructions 
Ability to work independently 

Excellent communication skills with a strong customer-support orientation required 

Strong time management skills and ability to effectively and efficiently manage a variety of tasks, some 

with concurrent deadlines 

Knowledge of Public Education Information Management System (PEIMS) 

Ability to manage frequent interruptions 

 

Experience: 
Experience supporting State PEIMS reporting system 

Knowledge of school student data software (Skyward, preferred) 

Proficient with Microsoft office 
Excellent interpersonal skills and experience in communicating with all types of people 

Significant experience in multi-tasking and handling multiple projects with demonstrated follow-through 

Team-oriented, self-starter with experience demonstrating a strong initiative for problem solving and 

project completion 

Experience in handling an ambiguous work environment and operating with little supervision 

Experience training adults in all levels of management 

 

MAJOR RESPONSIBILITIES AND DUTIES: 
 

1. Provide PEIMS data mining reports for all campuses and administrative departments. 

 

2. Assist in assuring data quality and integrity for state reporting. Assist in research of student 

enrollment and withdrawal conflicts. Assist district employees in scheduling, behavior, 

registration and attendance. 

 

3. Develop and implement procedures necessary for data control, accountability and reporting 

efficiencies. 

 

4. Work with district personnel to develop, implement, and maintain various documents for student 

data software packages as relates to PEIMS data reporting. 

 

5. Provide end user support and training for all PEIMS related coding and reporting 

issues/questions. 
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6. Assist the PEIMS administrator. 

 

7. Document programs and procedures as necessary as relates to PEIMS reporting and coding. 

 

8. Develop professional skills appropriate to the job assignment. 

 

9. Comply with policies established by local school board and state and federal law. 

 

10. Train end users on all PEIMS related process (reporting, data entry, etc) as needed. 

 

11. Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 

 

12. Performs other duties as assigned. 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENATL 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; frequent keyboarding and use of mouse; occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 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 understood the responsibilities and duties required for this position as outlined above. 
 
 

 

Printed Name 
 
 

 

Signature 
 
 

 

Date 


