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POSITION TITLE:  ESS Data Technician DIVISION: Instructional Services 

WORK YEAR: 12 Months DEPARTMENT: ESS 

LOCATION: CES SALARY SCHEDULE: SSSS/MBSS 

 

DEFINITION: 

The ESS Data Technician develops, maintains and reports from electronic and paper files needed 
for local, state and federal ESS reporting (e.g., reporting to SAIS and SASI).  Provides training and 
direction to District staff.  Performs other job related duties as assigned. 

 

ESSENTIAL FUNCTIONS: 

1. Prepares, updates and maintains electronic and hard-copy data required for local, state and 
federal reporting (e.g., information on gifted students submitted to the Arizona Department 
of Education annually); retrieves and converts data from external sources (e.g., student data 
from SASI and SAIS). 

2. Produces and disseminates standard and ad hoc reports from existing databases and 
spreadsheets (e.g., produces reports on hearing and vision screening of students and mails 
reports to parents/guardians). 

3. Coordinates the collection, maintenance and reporting of data by campus staff (e.g., data 
maintained by gifted facilitators). 

4. Maintains hard-copy and electronic files of data resulting from testing, e.g., mandatory 
hearing and vision screenings on all ninth graders, special education students and new 
students to the District). 

5. Transcribes as necessary from dictation to produce records and reports (e.g., psychological 
reports and social histories on students being referred to special education or on students 
who are currently receiving special education services). 

6. Coordinates the collection and maintenance of data on voucher students who have been 
placed in residential treatment facilities by a State placing agency as defined in applicable 
laws and statutes (e.g., ARS 15-765). 

7. Coordinates the destruction of special education records according to applicable laws, 
statutes and regulations (e.g., ARS 39-101). 

8. Assists with data entry and maintenance as needed, e.g., for the ESS census and for the 
recording in SAIS of data about the placement of District students into private day school. 
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QUALIFICATIONS: 

1. High School diploma or GED; AA with some coursework in computer technology preferred. 

2. Two years of experience creating and maintaining electronic (e.g., databases and 
spreadsheets) and paper files related to student records or similar technical information; 
knowledge of and experience with current District (E.G., SASI) and state (e.g., SAIS) software 
preferred. 

3. Ability to analyze, evaluate, organize and process data to produce reports (e.g., containing 
charts, graphs, tables and text). 

4. Ability to communicate well with others and to participate in a team-based approach to 
solving problems... 

5. Ability to work under pressure, assign priorities effectively and to be flexible. 

6. Ability to use office machines, hardware and software so as to achieve the required 
productivity. 

7. Skill in organizing workflow and keeping detailed records. 

8. Ability to operate office equipment such as computer terminals, personal computers, 
printers, FAX machines, and photocopiers. 

9. Ability to identify and maintain the confidentiality of sensitive and important information 
while using diplomacy and tact. 

10. Ability to produce properly-prepared reports from dictation in an efficient manner. 

 

SUPERVISION RECEIVED: 

Director of Exceptional Student Service Programs or designee. 

 

SUPERVISION GIVEN: 

None 
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