
Job Description – SAIS Supervisor

Qualifications:  
To perform this job successfully, the selected individual must be able to perform each of the essential duties satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The individual must be able to communicate effectively with the general public, employees and students, and work in an indoor office setting of moderate noise levels.  Required:  Two years of college coursework supplemented by computer application coursework, or equivalent training or experience including in the following; expertise in computer software application including word processing, database and spreadsheets; experience with School Master; computer and typing skills.  Desired:  Previous experience in a school setting; three years of basic computer experience; experience in auditing attendance records and experience with Arizona required reports and reporting procedures.  Must successfully pass a background check.

Reports to:
Director of NCLB and Federal Projects

Job Goals:
Works under general direction and exercises independent judgment and initiative and is responsible for evaluation, coordination, implementation, customization, training, and data entry of School Master.

I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the Director of NCLB and Federal Projects informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Selects appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Director of NCLB and Federal Projects
II.   Job Specific Responsibilities

7. Essential Duties and Responsibilities include the following, are non exhaustive and may be supplemented

· Serves as initial resource to resolve School Master related problems

· Serves as local point of contact for activities involving School Master

· Stays informed of upcoming School Master updates and attends trainings

· Works closely with site technology staff to assure smooth functioning of School Master

· Ensures and assists in entering School Master data

· May supervise and provide training to data entry personnel and SAIS file upload procedures

· Verify that SAIS upload files are sent from the sites according to an established schedule

· Download SAIS error files and works with State and district staff on correcting SAIS errors

· Interface with State Department Staff on SAIS compliance

· Attend State SAIS training on a regular basis

· Make recommendations for changes in procedures to ensure the consistency of data entry in School Master

· Enter school calendars and school setup information into LEA

· Integrate the use of other web based software with School Master

· Work with district finance staff to verify enrollment figures and funding levels

· Provide light technical support at the district office

· Supervise and provide training to data entry personnel

· Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals

· Ability to compute rate, ratio and percent, and to draw and interpret graphs

· Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form

· Ability to deal with problems involving several concrete variables in standardized situations

· Ability to evaluate written materials

· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals

· Ability to write routing reports and correspondence

· Completes purchase requisitions for department

· Completes spreadsheets for each grant/track spending

· Enroll students/track withdrawals

· Completes free/reduced meal applications/reports

· Completes homeless liaison duties

· AIMS test coordinator for the District

8. Physical demands – The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Regularly required to stand, walk, and/or sit for extended periods of time

· Use hands to finger, handle, or feel

· Able to reach with hands and arms, and talk or hear

· Specific vision abilities required by this job include close vision, peripheral vision, and ability to adjust focus

CAMP  VERDE  UNIFIED  SCHOOL  DISTRICT #28





“HOME OF THE COWBOYS”








Camp Verde Unified School District No. 28 Classified Personnel Job Description-SAIS Supervisor-Page 1 of 3

