
CLOVIS MUNICIPAL SCHOOLS  
JOB DESCRIPTIONS 

	
Position:  Information Systems Specialist 
	

Supervisor:  Chief Technology Officer 
	
General Job Description: Assist administration and staff in correctly entering, maintaining, 

and collating student data. Submit all reports to the State of New 
Mexico required for school funding through STARS or other 
Information Management System(s) that may be used by the 
District. Provide student and school data as necessary for state and 
federal reporting purposes.  Have an excellent working knowledge 
of the computer system and network used to produce required 
reports, as well as day-to-day skills on that system’s operation 
and maintenance. Must be knowledgeable with the District’s 
approved Information Management System. 

	
Essential Duties and Responsibilities: 
	

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Maintain confidentiality regarding personnel and labor relations issues. 
3. Demonstrate ethical behavior. 
4. Engage in self-development. 
5. Follow district policies and administrative rules and regulations. 
6. Maintain behavior appropriate to performing and accomplishing assigned duties. 
7. Know what to do to successfully complete assigned work. 
8. Project an over-all concern for personal appearance as it relates to job performance. 
9. Create and maintain Data mining Reports that use current database to produce useful or needed 

reports for the school district. 
10. Act as security officer for the computer system, adding, changing, and deleting user profiles and 

passwords as deemed necessary. 
11. Ensure staff access to student records matches the parameters set forth by school and central 

office administrators. 
12. Provide for customized menus for staff and administrators that consist of computer jobs that 

pertain to them. 
13. Write and maintain queries that use the current database to produce useful or needed reports for 

the school district. 
14. Supervise the monthly student count process (20 day report).  Communicate directly with the 

schools to ensure prompt and accurate balancing of student counts. 
15. Submit all required STARS files correctly within ten working days of the report date. 
16. Attend meetings/trainings related to STARS, other Information Management System(s), or to 

the school system in general.   
 

Additional Duties and Responsibilities: 
 

1. Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor 
and/or Superintendent. 

2. Assist with all types of required reports and letters. 
3. Assist with training new and returning staff and administrators on data entry and maintenance 

for all aspects of student, scheduling, grading, attendance, discipline, and staffing data. 
 
 
 
 
 
 
 
 
 
 



Qualifications: 
	

1.  High School diploma or GED. 
2.  Maintain confidentiality regarding personnel and labor relations issues. 
3.  Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
	

Physical Requirements: 
	

Sitting, standing, lifting and carrying (up to 50 pounds), reaching, climbing stairs, squatting, 
bending, kneeling, and moving light furniture may be required.  Prolonged typing, sitting, and 
working on a computer terminal.  Prolonged standing with repetitive motion of arms, hands, 
fingers, and movement.  Fingering or otherwise working with fingers. 

	
Safety and Health: 
	

Knowledge of universal hygiene precautions. 
	

Equipment/Material  Handled: 
	

Must know how to properly operate or be willing to learn to operate all multimedia equipment 
including current technology, printers, scanners, copier, fax machine, etc. 

	
Work Environment: 
	

Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions 
of work are routine.  Flexibility and patience are required.  Must be self-motivated and able to 
complete job assignments without direct supervision.  After hours work may be required.  Must be 
able to work under stressful conditions. 

	
Terms of Employment: 
	

Salary of work year to be established by the Board. 
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