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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

SYSTEM SUPPORT SPECIALIST 

 

DEFINITION: 
Under the direction of the Director of Information Technology, perform a variety of administrative and 
technical duties in the management of data in the District’s Student Information System (SIS); prepare, 
process and file a variety of attendance records and student data information; ensure the accuracy and 
timeliness of data input and data management.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Utilize the District’s student information system to process, print and distribute data related to 
grading, attendance, scheduling and financials; initiate queries and generate computerized 
reports for submission to State, Office of Civil Rights and various other entities; ensure accuracy 
of input and output data.  

 Ensure state certification of student and staff data; disseminate a variety of reports for use by 
Cabinet; manage integrity of database by collecting and organizing new and existing student data 
and modifying student information as required; ensure current student data. 

 Provide reports, labels, spreadsheets and other documents as needed for school personnel; 
prepare reports for outside agencies including educational institutions as requested, including 
California Longitudinal Pupil Achievement Data System (CALPADS) reports, 

 Create user accounts; maintain group and list serves. 
 Develop and maintain website; update and edit information as required.  
 Support District staff with software application issues.  
 Document and disseminate software application procedures for staff use.  
 Support staff with hardware installations including setting up chromebooks, Smart TV’s, 

document cameras and projectors; provide technical support for laptops and smart phones.  
 Drive a vehicle to conduct work.  

 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  graduation from high school and two years of experience in a 
technical field which demonstrates the ability to perform the duties of this position.  

 A thorough knowledge of a Windows environment which includes platforms – Windows 7 and 10 
Professional.  

 Must have proper knowledge and experience with Microsoft Excel Access database. Ability to 
extract, aggregate and import data to and from a database application and provide custom 
reports in a timely manner.  
 

Licenses and other Requirements 
 Valid California Class C Driver’s License with evidence of appropriate insurance.  
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Knowledge of:  
 Student information system, spreadsheet and data processing systems. 
 Graduation requirements, high school curriculum and other school policies related to the 

enrollment of students. 
 Operation of a computer and assigned software.  
 Operation of a variety of standard office equipment. 
 Interpersonal skills including tact, patience and courtesy. 
 Oral and written communication skills. 
 Correct English usage, punctuation, spelling and grammar. 
 Statistical record-keeping and report-writing techniques. 

 
Ability to: 

 Perform a variety of technical duties in the management of the student information database for 
an assigned school.  

 Create and maintain master school and student database for information and analysis.  
 Ensure accuracy of data input and management. 
 Coordinate departments to comply with project time lines throughout the school year. 
 Manage the accuracy of the database to compile statistical reports. 
 Type or input data at an acceptable rate of speed. 
 Maintain confidentiality of student information. 
 Establish and maintain cooperative and effective working relationships with others. 
 Prepare comprehensive statistical reports. 
 Prioritize and schedule work. 
 Meet schedules and time lines. 
 Verify accuracy of data input and output. 

 

WORKING CONDITIONS: 

Work Environment:  
 Indoor/Office environment. 
 Constant interruptions. 
 Drive a vehicle to conduct work.  

 
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. 

 Hearing and speaking to exchange information. 
 Seeing to read a variety of materials. 
 Sitting for extended periods of time. 
 Bending at the waist, kneeling or crouching to file materials.  

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 6/5/2007 

Approved by Governing Board: 5/23/2007 

Salary Range: 34 

Revised:  


