
 
 
Job Title:          Director of Data Services       Wage/Hour Status: Exempt/226 Days   

Reports To:      Associate Superintendent of Human Resources      Pay Grade:  Administrative Pay Scale 7 
 
Department:   Administration Building/             Date Revised:  12.12.2017   

Human Resources                                                    

 
Primary Purpose:  
  
Define, develop, and perform the role of the data administration management, setting district-wide data standards 
and report requirements for the collection, delivery and use of the data in support of MISD’s commitment to 
accountability and transparency. 
 
Qualifications:  
  

Education/Certification:  
Master's degree in Information Technology, preferred 

   
Special Knowledge/Skills:  
Ability to interpret policy, procedures, and data  
Ability to lead, motivate and manage project team 
Strong organizational, communication, and interpersonal skills  
Knowledge of computer network and hardware  
Knowledge of software and web application development 
Extensive knowledge of data processing and data conversions 
Extensive knowledge of Information Systems and Database Management 
 
Experience:  
Minimum of five years related experience, including at least three years at an intermediate level involving 
expertise in a computerized environment supporting an information system management structure 
Experience with data warehousing strategies, preferably in a Microsoft SQL Server environment 

Programming and experience with school systems organization as well as a broad and in-depth 
knowledge of information systems and databases 

 
Major Responsibilities and Duties:  
  

1. Evaluate, recommend, and implement key tools or processes to enhance the department’s ability to 
proactively deliver high quality, accurate, and useful reports and/or respond to customer data requests 
within deadlines. 

2. Manage data requests and turn them into clearly defined tasks or projects for the team, with well-defined 
parameters and deliverables. Prioritize requests to ensure the team’s efforts are spent in the most value-
added areas. 

3. Import and export data from District information system and third-party software as needed.  

4. Identify opportunities to continuously improve the data discovery and onboarding process; assist with 
defining standard data quality checks at appropriate stages to ensure all data meets requirements for 
analytics and reporting.  

 



5. Develop/refine data and information architectures for MISD that integrate a variety of data sources. 

6. Facilitate, mediate and define a strategy for leveraging information through data warehousing and data 
mining technologies; eliminate data redundancy. 

7. Collaborate with other leaders to set and execute a strategy for data capture and data delivery. 

8. Provide staff with ongoing performance feedback, guidance and training; assist in providing leadership 
and technical direction to staff. 

9. Communicate awareness and understanding of data information needs, objectives, and direction to upper 
management and make recommendations as needed.   

10. Assume primary responsibility for project coordination and communication on all assigned projects. 

11. Undertake other projects and functions as needed and as time permits. 

 
 Professional Development:  
  

12. Attend professional growth activities to keep abreast of innovations in data services.  

 

Systems Management: 

 
13. Demonstrate knowledge of reporting solutions such as Crystal Report Writing.  

14. Demonstrate knowledge of and experience with windows, client, reporting, and application servers, 
 ASP.NET Framework, visual basic, and Open Database Connectivity (ODBC). 

15. Display and effectively utilize a comprehensive understanding of SQL database and programming 
 principles, including experience with web application development, integration and implementation. 

16. Utilize expertise in designing, reporting and delivering analytical solutions which meet expressed 
 departmental and/or District needs. 

17. Display with consistency a positive attitude and self-motivation along with an ability to work with and 
 supervise District personnel, as needed, when engaging in projects. 

18. Serve effectively in a leadership capacity; demonstrate an ability to balance team and individual 
 responsibilities; build teams and consensus; achieve departmental and District goals by facilitating 
 processes which identify and capitalize on skill sets of employees; work ethically and with integrity. 

19. Demonstrate effective use of management skills, including planning and decision-making, identifying 
 priorities and bringing projects to successful completion in a timely manner; and maintaining a focus on 
 high standards and quality. 

 
Supervisory Responsibilities:  
 
Supervise Sub Specialist 
Supervise and/or facilitate staff training and productivity when engaging in projects as needed.  
  
Working Conditions:  
  
Mental Demands/Physical Demands/Environmental Factors:  
  
Frequent district wide travel and occasional statewide travel; occasional prolonged and irregular hours.  
  
 NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and are 

not an exhaustive list of all responsibilities, duties, or skills that may be required.   


