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Washington West Supervisory Union 
Job Description 

 
JOB TITLE:   Database Manager 
FLSA STATUS:   Non-Exempt 
UPDATED:   FY 2017 
 
POSITION OBJECTIVES: The Database Manager independently maintains, integrates, and reports on the 
data management portion of the systems/applications in use across the School District. This individual 
must also provide leadership and training to others in the use of the systems, and create documentation 
for best practices in their use. The position will have the ability to provide the professional leadership for 
defining data management project requirements, considerations and effective implementation options. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: include the following.  Other duties may be assigned.  
 

 Manage and maintain a variety of data collection tools used in support of demographic, analytical 
and/or assessment projects. 

 Develop and maintain databases and monitor data collection activities,  

 Adhere to standardized variables and terminologies to ensure data interoperability. 

 Support the administration of  web-based standardized testing by populating system  

 Produce reports on status of data collection and entry; recommend process improvements for data 
collection, management, and QC, including evaluating and providing recommendations on new 
database tools. 

 Recommend new methods for collection and documentation of data. 

 Revise procedural manuals assist in training of data entry staff, and in developing training materials 
as needed. 

 Prepare state level data reports for export/import as required annually 

 Attend project team meetings as requested which may include cross-functional groups, and 
internal or external stakeholders (e.g., data management team meetings, vendors, admin 
workgroup, tech). 

 Generate, resolve, and track data queries to assure the integrity with respect to data guidelines and 
vendor specifications. 

 Communicate with vendors or school based personnel to identify and resolve a variety of data 
management or query issues. 

 
SUPERVISION RECEIVED:  Direct to moderate supervision is received from the Assistant Principal and/or 
other senior staff member. 
 
SUPERVISORY RESPONSIBILITIES:    No formal supervisory duties. 
 
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily, in addition to the following:  

 Education.  High school education plus two to three years of related data entry experience, or a 
combination of education and experience from which comparable knowledge and skills are 
acquired. 

 Language Skills.   Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals.  Ability to write routine reports and 
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correspondence.  Ability to speak effectively before groups of customers or employees of 
organization. 

 Mathematical Skills. 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 bar graphs.  

 Computer Skills and Experience. Basic computer operations experience helpful.  Good typing and 
previous data entry experience a plus.  

 Reasoning Ability/Mental Requirements.  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.  

 Communication & Interpersonal Skills.  Ability to communicate courteously, efficiently and 
effectively with a variety of individuals, including students, faculty, administrators, parents, and 
representatives of outside organizations.  Ability to work cooperatively and effectively with peers, 
subordinates, supervisors, parents, and outside agencies. 

 
PHYSICAL EFFORT AND STRESS:  While performing the duties of this job, the employee is frequently 
required to sit; use hands to finger, handle, or feel; and talk or hear.  The employee is occasionally 
required to reach with hands and arms. 
 
WORKING CONDITIONS:    The noise level in the work environment is usually moderate. 
 
 
……………………………………………………………………………….………………………  
This general outline illustrates the type of work, which characterizes the Job Classification.  It is not an 
all-encompassing statement of the specific duties, responsibilities and qualifications of individual 
positions assigned to the classification. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 


