
9/96, 11/01, 7/02, 10/15 
 
TITLE: ADMINISTRATIVE SYSTEMS ANALYST 
QUALIFICATIONS: 1. Ability to provide excellent technical maintenance, support and troubleshooting 

skills for student information, human resources and administrative systems such 
as Skyward, Enrich and Destiny.  

 2. Technical understanding of administrative systems, databases, data management, 
manipulation and security, as well as school processes and functions. 

 3.  Ability to comply with ISEE state reporting procedures. 
 4.  Ability to provide excellent customer service and communicate effectively and 

work cooperatively with staff. 
 5. Demonstrate efficiency and excellent organizational and time management skills. 
 6.  At least 3 years of related experience in K-12 environment preferred. 
 7. Associate of Arts degree or equivalent preferred in related field. 

SUPERVISOR: Director of Technology 
JOB GOAL:  To serve the staff and students of our district by maintaining and troubleshooting student 

information, human resources and administrative systems in support of our goal of 
educational excellence. 

 
PERFORMANCE RESPONSIBILITIES: 

 Provide excellent customer service and communicate effectively and work cooperatively with staff. 
 Maintain current knowledge of standard networking, administrative software, and operational 

requirements. 
 Support and oversee daily operations of administrative systems such as Skyward, Enrich and Destiny. 
 Perform system administrator duties for District administrative software, including routine maintenance, 

data manipulation, reporting, user account administration, user training, system and data audits, and 
documentation. 

 Provide assistance in collection, input and reporting of information regarding students, classes, 
programs, teachers as well as disaggregated data. 

 Define requirements for improving or replacing administrative systems.   
 Work cooperatively with Director of Technology, other members of the administrative council, other 

districts and consortiums. 
 Maintain backups and security on administrative software systems. 
 Perform such other tasks and assumes such other responsibilities that are legal, moral and ethical as the 

supervisor may assign. 
ESSENTIAL FUNCTIONS - required with or without a reasonable accommodation: 

 Effective communication capabilities to discern verbal conversation;  
 Comprehend the meaning of words and respond effectively; 
 Visual acuity to comprehend written work, prepare, review, and organize documents and observe 

classroom and student activities; 
 Manual dexterity to operate technology equipment; 
 Continual lifting, carrying, pushing and pulling up to 10 lbs., frequently up to 20 lbs.; 
 Frequent over-head reaching and handling, lifting and carrying supplies and equipment; 
 Occasional climbing, crouching, kneeling, bending, stooping, and twisting; 
 Job requires walking, standing, and driving  to different buildings as needed; 
 Physical demands may vary in frequency and posture dependent on the physical layout and size of the 

work area. 
  

TERMS OF EMPLOYMENT: At-Will Classified Position working twelve (12) months  
SALARY: Determined by the Board 
BENEFITS:   Benefits as provided classified staff 
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of 

Board’s Policy on Evaluation of Classified Staff. 


