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School Information Tech (OA)
YB-303-01

INTRODUCTION

The Department of Defense Education Activity (DoDEA) is a major Department of Defense
(DoD) field activity with worldwide scope and the critical mission of ensuring that high quality
education programs, from preschool through grade 12, are provided for eligible dependents of
DoD military service members and civilian employees stationed in 13 foreign countries, seven
states, Guam, and Puerto Rico. DoDEA is comprised of the Department of Defense Dependents
Schools (DoDDS), the overseas component, and the Department of Defense Domestic
Dependent Elementary and Secondary Schools (DDESS), the “stateside” component. DoDEA
currently operates over 221 schools which employ approximately 14,500 professional educators
and support staff serving over 100,000 students. DoDEA is one of the largest, most diverse and
geographically dispersed school jurisdictions. DoDEA schools are fully accredited by U.S.
regional accreditation agencies, and the DoDEA educational program consistently rates at or
near the top in comparison with other U.S. school systems.

This is a standardized position description for School Information Tech (OA), YB-0303-01, for
use at any DoDEA school. A student information management system is software specifically
developed for school administration purposes. By entering, retrieving, and manipulating data in
the student information management system, the incumbent of this position will perform a
variety of school administrative support functions such as student registration, student
attendance, academic records maintenance, tuition status, and other related processes.

MAJOR DUTIES

Responsible for new student registration. Assembles and distributes to families student
registration packets including a student schedule and hand book, regulations, a health record
form, and other forms that might be required. Provides assistance to students and parents in
completing the packet. Receives and reviews completed packets to assure all forms and data are
complete; verifies enrollment eligibility; requests student records when necessary, establishes a
student file. When review is completed, enrollment data is entered into the student information
management database.

Performs the following duties through use of the student intformation management system:
Independently receives and acquires various data and enters into the student information
management database to include new student enrollment, discipline and attendance data, school
and student scheduling information, report cards and transcript information, and athletic
eligibility for all students.

Enters grades, attendance, tuition, and transfer information to update a student’s data file. Also
maintains students’ permanent hard-copy records and ensures the information is readily available
to the proper school officials.
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Works in coordination with the administration to construct in the student information
management system a viable school master schedule for teachers (e.g., times for preparation
periods, lunch times, classroom teaching, etc). Sets up all necessary directories for teachers and
students classroom schedules. Enters all student course selections for new and returning
students.

Implements data collection techniques for collecting and electronically transferring student
grades. Also, collects and transfers grades into the student information management system
through the use of the electronic grade book software. Trains and assists teachers on proper
procedures and suspense time frames for submitting grades.

Prepares reports that are essential to the school administration and other personnel. Ensures the
reports are run from the student information management system database and disseminated to
the correct personnel in a timely manner. This includes reports such as honor roll, grade
analysis, list of students with specified grades, and discipline profiles. Submits school data
extractions per district, area and headquarters school data extraction schedule.

Prints from the student information management system database and mails all homebound
information packets and maintains electronic and hardcopy files of all school reports, generates
awards for attendance, honor roll, etc.

Prepares a variety of letters, messages, memoranda, reports, charts, school bulletins, and other
correspondence using typing and automated word processing equipment and other various
software programs.

Performs other duties as assigned.

Factor 1, Knowledge Required by the Position FL 1-4, 550pts

Knowledge of the organization, structure, and functions of the DoDEA school system (e.g., roles
and responsibilities of school staff), the content of the student information management database,
and the context in which the database is developed and employed (e.g., where and how
information in the student information management system is generated and how it flows within
the database) to enter data, design and retrieve standard and non-standard reports, and extract
other data in response to user requests.

Knowledge of office automation equipment and software such as word processing, electronic
mail, and Microsoft Windows to perform a variety of office automation functions to prepare
correspondence and reports, enter and retrieve data from a database, send and retrieve e-mail,
and fulfill administrative reporting requirements. A qualified typist is required.

Knowledge of grammar, spelling, capitalization, punctuation, and commonly-used terminology,
to prepare documents and correspondence from handwritten drafts or voice recordings, to review
and ensure the clerical adequacy of work prepared by others, etc.
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Knowledge of school filing systems to maintain all student files with testing and scholastic
information accurately and in such a way that is easily retrievable.

Ability to work effectively with students, parents, administrators and instructional staff, and staff
from both the district and area level.

Factor 2, Supervisory Controls FL 2-2, 125pts

The supervisor provides continuing or individual assignments by indicating generally what is to
be done, limitations, deadlines, and priority of assighments. The supervisor provides additional,
specific instructions for new, difficult, or unusual assignments, including suggested work
methods or advice on source material available.

The employee uses initiative in carrying out recurring assignments independently without
specific instruction, but refers deviations, problems, and unfamiliar situations not covered by
instructions to the supervisor for decision or help.

The supervisor assures that finished work and methods used are technically accurate and in
compliance with instructions or established procedures. Review of the work increases with more
difficult assignments if the employee has not previously performed similar assignments.

Factor 3, Guidelines FL 3-3, 275pts

Guidelines include the student information management system users guide, electronic grade
book, correspondence guides, and DoDEA regulations. Standard Operating Procedures exist for
tuition collection and eligibility, registration, and records transmittal and receipt. The employee
must use judgment in selecting and adapting the most appropriate information among many
guidelines to best fit the requirements for accomplishing each function.

Factor 4, Complexity FL 4-3, 150pts

The employee enters and retrieves a variety of standard (e.g., registration of new students) and
non-standard automated reports (e.g., creating a master time table for teachers and students class
schedule) involving different methods and procedures. Duties are complicated by their diversity,
and by the requirement to train and provide assistance to others. Actions to be taken differ
according to the type of data to be entered, the specific application being used, or the information
requested.

Factor 5, Scope and Effect FL 5-3, 150pts

Assigned work involves a wide range of student information management system support
functions, which entails tracking, entering, validating, updating, maintaining, retrieving and
transmitting information on many aspects of school operations. The work affects the quality and
timeliness of information available to support school management decisions, the efficiency of
daily administrative operations, the accuracy and timeliness of student information management
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administration, and the productivity of other users requiring information specifically from the
student information management system.

Factor 6, Personal Contacts FL 6-2, 25pts

Contacts are with students, parents, school administrators and staff, and personnel who use or
require assistance with the student information management system data. Contacts are also with
staff at the district and area offices as required.

Factor 7, Purpose of Contacts FL 7-2, 50pts

The purpose of contacts is to obtain, coordinate and validate information for entry into the
student information management system database. Contacts with the district and area staff are to
provide requested information for area wide student information management system reports.
Contacts with students and parents are for the purpose of providing them with school enrollment
information, assure all required data is provided, and to register students for school.

Factor 8, Physical Demands FL 8-1, 5pts

The work is basically sedentary, but involves some lifting and carrying of documents and other
light items.

Factor 9, Work Environment FL 9-1, Spts

The work is usually performed in a school office setting with adequate heating and ventilation.
Some positions are located overseas, requiring accommodation to foreign culture and adjustment
to a variety of personal inconveniences, to include the possibility of exposure to terrorist attacks.



