School District

Address

City, State, Zip
Job Description  

JOB TITLE:  Data Coordinator/Steward

ORGANIZATIONAL RELATIONSHIP:  The Data Coordinator/Steward reports directly to the [title of immediate supervisor]. The Data Coordinator/Steward supervises [titles of supervisees or name of department; if no one is supervised by this position, this sentence is omitted.]

JOB DEFINITION:  [This section is a two or three sentence paragraph broadly summarizing the general responsibilities.]

ESSENTIAL DUTIES AND RESPONSIBILITIES:  [This section is a numerical listing, typically in priority order, of the exact responsibilities of the position.]

1.

EDUCATION, EXPERIENCE, AND SKILLS REQUIRED:  [This section delineates the exact minimum requirement for education (e.g., high school diploma or GED, associate's degree, bachelor's degree or combination of associate's degree and 3 years work experience in a related field, etc.); the minimum work/life experiences acceptable for entry level into the position; any "preferred" levels of education and experience; and the essential skills needed to accomplish the job duties.]

PROFESSIONAL DEVELOPMENT REQUIREMENTS: [List any specific professional development requirements for the position- supervisory training attendance, faculty meetings, etc.]

PHYSICAL REQUIREMENTS:  This section should list any and all physical requirements for the position, such as long hours of sitting at the computer; the ability to use a telephone unassisted; physical stamina to work under stress and meet deadlines; lifting, bending, stretching; ability to travel and/or valid driver's license, etc.

TIME AND SITE REQUIREMENTS:  This section should list the normal work-day, work-week, and work-year and the normal worksite(s) for the position; and any requirements for attendance at meetings or trainings outside the normal work-time and work-site.
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