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JOB TITLE: Director of PEIMS     STATUS: Exempt  

 

REPORTS TO: Chief Financial Officer    TERMS: 230/ Non-Contractual 

 

DEPARTMENT: Business Office    PAY GRADE: AB105  

 

 

PRIMARY PURPOSE: 
Provide accurate and efficient data for state reporting, funding and accountability. Provide training and 

support for district and campus personnel in regards to state PEIMS reporting and student attendance.  

 

QUALIFICATIONS:  

Education: 
Bachelor's degree  

 

Special Knowledge and Skills:  
Extensive knowledge of Public Education Information Management System (PEIMS) 

Extensive knowledge of school administration software (Skyward preferred) 

Working knowledge of electronic file management in a network environment 

Strong organization, interpersonal and communication skills 

Extensive knowledge of database, word processing and spreadsheet programs (Microsoft 

preferred) 

Ability to maintain accurate and auditable records 

Ability to exercise judgment in correcting data errors or omissions 

Ability to create technical documents and procedures  

Ability to meet established deadlines 

Ability to train district personnel 

 

Experience: 
Minimum 3 years working with Public Education Information Management System (PEIMS) 

Experience training district personnel 

 

MAJOR RESPONSIBILITIES AND DUTIES: 
1. Work cooperatively with district, campus, business office, and human resources staff to collect, 

organize, and format data required in submitting district PEIMS data in a timely manner. 

 

2. Execute edits on student related data; produce reports and verification checks on data to ensure 

accuracy of information. 

 

3. Distribute edits and reports to appropriate staff for analysis, verification, and correction. 

 

4. Verify data submitted to TEA and submit corrections in a timely manner. 

 

5. Provide training and support to campus personnel and to various department staff members who 

are responsible for processing PEIMS data. 

 

6. Receive PEIMS-related information from ESC and TEA and disseminate to staff in a timely 

manner, including updates to PEIMS Data Standards. 

 

7. Attend all regional PEIMS workshops and disseminate information to appropriate staff. 
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8. Responsible for Texas Reports module within Skyward SMS which includes monitoring and 

downloading updates, creating installation instructions, end user training, procedures and 

documentation. 

 

9. Responsible for software training and support regarding PEIMS related fields in the student 

management system software. 

 

10. Compile, maintain, and file all physical and computerized reports, records, student information 

audits and other documents required. 

 

11. Responsible for collecting, organizing and submitting the Civil Rights Data Collection (CRDC) 

to the Federal Government on the years that it is due. 

 

12. Comply with policies established by federal and state law, State Board of Education rule, and 

local board policy. 

 

13. Coordinate and analyze the district’s discipline data, and update personnel on current and new 

Discipline Codes. 

 

14. Ensure the district's PEIMS reports are accurate, completed, compiled, and distributed. 

 

15. Disseminate the current Attendance Accounting Handbook and serve as support for district 

questions concerning the district's attendance eligibility and accounting procedures. 

 

16. Contribute to the recommendation of sound policies directed toward accurate PEIMS coding of 

all special program areas. 

 

17. Maintains accurate TEA information as the Ask TED administrator. 

 

18. Work in collaboration with other departments in preparing official documents. 

 

19. Perform other duties as may be assigned. 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

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

 

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

 

Motion: Frequent repetitive hand motions; frequent keyboarding and use of mouse 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

 

Environment: Work is performed in an office setting; may require occasional irregular and/or prolonged 

hours 

 

Mental Demands: Maintain emotional control under stress; work with frequent interruptions 

 

 

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

 

 

_______________________________________ 

Printed Name 

 

_________________________________ 

Signature 

 

_________________________________ 

Date  


