Student Systems and Data Analyst

Position | Qualifications

OVERVIEW

The Student Information System (SIS) collects an array of data entered by
many different users and in turn, used by Educators, School Administrators,
District Leaders and Ministry Planners to determine funding and resource
allocation for current and future years. The accuracy and currency of the
information is critical to decision making for the District and the Province.

Reporting to the Vice Principal of Information Technology for Learning, the
Student Systems and Data Analyst (SSDA) coordinates the use of the system
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SSDA -2

Maintains a thorough understanding of Ministry of Education funding,
processes, policies and formulae, in order to ensure that reports result in
accurate funding for the district. and monitors the collection of data to ensure
quality control, and timely submission to decision makers.

SSDA -3

Troubleshoots and resolves reported issues and escalates to the Provincial
service provider as necessary.

SSDA — 4
Extracts data from SIS to:

e prepare standardized reports for submission to the Ministry of Education
supporting funding requests and allocation of resources for the District

e provide statistical analysis and reporting of enrollment, boundaries, and
demographics.

e prepare ad hoc reports for District Administrators by extracting data,
analyzing, summarizing and formatting to support decisions in the
District.

e use sensitivity analysis, and test “what if” scenarios to identify
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Advanced knowledge of Microsoft Excel or equivalent
spreadsheet application.

Thorough understanding of Instructional Design for adult
learning.

JOB SPECIFIC REQUIREMENTS ( as required for
Project leadership )

Thorough knowledge of how technology works in a large
organization context

Thorough knowledge of individual computer workstation
environments

Thorough knowledge of data governance best practices
regarding process, privacy, and security

Thorough current knowledge of LAN and/or WAN issues,
concepts and configurations.

SKILLS AND
ABILITIES
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Ability to work in a team setting.

Ability to work independently with minimal supervision.
Ability to work under pressure with multiple deadlines.
Organizational skills.

Ability to pay close attention to detail.

Ability to implement technical solutions to meet business
requirements.

SKILLS AND PROBLEM SOLVING REQUIREMENTS
ABILITIES
Ability to independently apply appropriate methods, procedures

and policies.

Ability to creatively problem solve to deal with requests,
complaints and clarification of information.

Ability to document, summarize and interpret information.

Ability to develop analytical work methods and pay close
attention to detail.

Ability to give advice, guidance, instruction and direction.

Ability to ensure accuracy and reliability of data and quality of
work.

Self- organization and time management skills.

WORKING OCCUPATIONAL REQUIREMENTS
CONDITIONS
Sufficient mobility for occasional travel.

Ability to perform related physical and mental activities.

Sufficient vision and hearing to perform related job duties.
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