
JOB DESCRIPTION 
San Leandro Unified School District 

Information Data Specialist 

Purpose Statement 

The job of Information Data Specialist is done for the purpose/s of analyzing departmental and 
individual requirements for database solutions; developing, implementing and maintaining 
applications; documenting system components and user instructions; producing a wide variety of 
statistical reports; and serving as a technical advisor to staff and other district personnel. 

This job reports to Chief Technology Officer. 

Essential Functions 

• Analyzes applications, systems and user requirements ( e.g. data sources, input requirements,
reporting capabilities, workflow, etc.) for the purpose of creating and enhancing user requested
specialized programs and systems.

• Collaborates with a variety of internal and external parties ( e.g. users, state and/or federal agencies,
Data Management Team, etc.) for the purpose of providing and/or receiving information and
ensuring project success.

• Coordinates all database activities ( e.g. cataloging, file locking, access rights, updates, roll overs for
upcoming school year, repairs of corrupted databases, loading all state testing results into District
database and pushes data to sites, etc.) for the purpose of monitoring compliance with district
policies and security procedures.

• Creates and schedules a variety of standardized and customized reports on a scheduled or ad hoc
basis ( e.g. CALP ADS, OARS, SBAC, CAL TIDES, CAHSEE failed test reports, SARC graduation
database, pre-IDs, early warning system for student dropouts, free and reduced meal program,
special education levels, etc.) for the purpose of producing state and district mandated reports and
distribution to appropriate parties in an efficient and timely manner.

• Establishes and maintains cooperative and effective working relationships with students, parents,
administrative officials, and other agencies.

• Designs a variety of databases and support processes (e.g. server configuration, security, disaster
recovery and backups, structures, logical data model, scripts and stored procedures, tech standards,
monitoring utilities, tuning methods, etc.) for the purpose of ensuring the stability and performance
of production databases and providing end users with access to accurate stored data

• 

• Develops functional and system/software specifications from information gathered at user meetings 
and/or interviews with internal and non-district staff for the purpose of documenting/interpreting 
user requests, identifying data sources and creating working plan. 

• Develops and implements new software and applications, systems and system components ( e.g.
monitoring project plans and schedules, developing program code and user interfaces, documenting
applications, parent on-line registration, student course requests, SBAC, etc .. , etc.) for the purpose of
addressing organizational needs and providing operational capabilities to users.
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ABILITY is required to schedule activities and/or meetings; often gather, collate, and/or classify 
data; and consider a variety of factors when using equipment. Flexibility is required to work with 
others in a variety of circumstances; analyze data utilizing defined but different processes; and 
operate equipment using a variety of processes. Ability is also required to work with a wide diversity 
of individuals; work with data of varied types and/or purposes; and utilize a wide variety of types of 
job-related equipment. Problem solving is required to identify issues and create action plans. 
Problem solving with data frequently requires independent interpretation of guidelines; and problem 
solving with equipment is significant. Specific ability based competencies required to satisfactorily 
perform the functions of the job include: communicating with persons of varied technical knowledge 
and backgrounds; establishing and maintaining effective working relationships; working as part of a 
team; adapting to changing priorities; setting priorities; working with frequent interruptions; and 
applying logical processes and analytical skills. 

Responsibility 

Responsibilities include: working under direct supervision using standardized routines; leading, 
guiding, and/or coordinating others; Utilization of some resources from other work units is often 

required to perform the job's functions. There is some opportunity to significantly impact the 
organization's services. 

Working Environment 

The usual and customary methods of performing the jobs functions require the following physical 
demands: some lifting, carrying, pushing, and/or pulling, some stooping, kneeling, crouching, and/or 

crawling and significant fine finger dexterity. Generally the job requires 80% sitting, 10% walking, 
and 10% standing. This job is performed in a generally clean and healthy environment. 

Experience Job related experience within a specialized field is required. 

Education Targeted, job related education with study in job-related area. 

Equivalency 

Required Testing Must pass district's qualifying 
assessment 

Pre-Employment Training Required 

Continuing Educ./Training 

Certificates 

Clearances 

Criminal Justice Fingerprint/Background 
Clearance 

FLSA Status 
- - - -

Non Exempt 

Job Description: 

TB Screen 

 Approval Date

Pending Board 

Approval  6/29/21

Salary 

Range 52 
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