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Job Title: Director of PEIMS/TSDS	Wage/Hour Status: Exempt
Reports to: Chief Technology Officer	Pay Grade: 460	
Dept./School: Technology	Date Revised: 10/27/26

Primary Purpose:

Direct and provide districtwide leadership for the Public Education Information Management System (PEIMS), Texas Student Data System (TSDS), student information systems, accountability data support, and associated state and federal reporting functions. Ensure the accuracy, integrity, security, timeliness, and audit readiness of student, staff, financial, organizational, attendance, discipline, and program data submitted to the Texas Education Agency and other governmental entities.
Lead the district's data governance and data quality programs. Establish standards, controls, training, and cross-functional processes that support regulatory compliance, operational effectiveness, funding accuracy, accountability readiness, and informed executive decision-making.

Qualifications:

Education/Certification:

· Bachelor's degree from an accredited college or university in educational administration, information systems, business administration, data analytics, computer information systems, or a related field preferred.
· Master's degree in educational leadership, information systems, public administration, business administration, or a related field preferred.
· Relevant certification or formal training in PEIMS, TSDS, data governance, project management, information systems, or data analytics.

Experience:

· Five years of progressively responsible experience in PEIMS, TSDS, student information systems, educational data reporting, or a closely related function.
· Three years of supervisory, management, or district-level leadership experience.
· Demonstrated experience coordinating complex state data submissions, validation processes, compliance reporting, and corrective actions.
· Experience in a large or fast-growing Texas public school district.
· Experience supporting state accountability, performance monitoring, enrollment planning, attendance reporting, and business intelligence.
· Experience implementing data governance, data quality, system integration, or enterprise reporting initiatives.





Special Knowledge and Skills:

· Extensive knowledge of current PEIMS Data Standards, TSDS collections, and TEA reporting requirements.
· Thorough knowledge of the Student Attendance Accounting Handbook and applicable Texas Education Code requirements.
· Knowledge of student, staff, financial, organizational, attendance, discipline, TREX program, and accountability data requirements.
· Knowledge of internal controls, audit documentation, records retention, information security, and data privacy practices.
· Advanced skill in student information systems, database structures, data validation, system integrations, and reporting platforms.
· Advanced skill with spreadsheets, data visualization, dashboarding, and analytical tools, including Excel and Power BI.
· Ability to interpret statutes, rules, standards, technical documentation, and reporting specifications.
· Ability to identify data risks, analyze complex problems, develop corrective actions, and monitor results.
· Ability to develop administrative procedures, training materials, controls, and documentation.
· Strong organizational, presentation, communication, collaboration, and customer-service skills.
· Ability to manage multiple high-priority projects and nonnegotiable deadlines with accuracy and discretion.

Major Responsibilities and Duties:

Strategic Leadership and Governance:

1. Provide strategic and operational leadership for PEIMS, TSDS, student information systems, accountability data support, and related district reporting functions.
2. Develop and maintain a districtwide data governance framework addressing data ownership, stewardship, definitions, quality, validation, access, security, retention, and appropriate use.
3. Establish annual goals, operating procedures, submission calendars, internal controls, and performance measures for assigned functions.
4. Advise district leaders regarding the funding, accountability, enrollment, staffing, compliance, and operational implications of district data.
5. Lead cross-functional data governance and quality initiatives involving campuses and central administration departments.
6. Evaluate emerging state requirements, district needs, and technology capabilities and recommend appropriate process, staffing, and system improvements.





PEIMS, TSDS, and State Reporting:

1. Direct the collection, integration, validation, certification, submission, and correction of all required PEIMS and TSDS data.
2. Ensure complete, accurate, timely, and auditable reporting of student, staff, financial, organizational, attendance, discipline, course, program participation, and other required data.
3. Develop and maintain a comprehensive state-reporting calendar, responsibility matrix, certification process, and escalation procedure.
4. Coordinate the review and resolution of fatal errors, special warnings, validation exceptions, data anomalies, and reconciliation differences before submission deadlines.
5. Oversee district Unique ID, enrollment tracking, data-transfer, and other TEA-required processes assigned to the department.
6. Maintain submission documentation, approval records, data attestations, audit trails, and evidence of corrective actions in accordance with district and regulatory requirements.
7. Serve as the district's principal liaison with TEA, the regional education service center, software vendors, and other entities concerning assigned reporting functions.
8. Coordinate responses to TEA inquiries, data reviews, resubmissions, audits, and monitoring activities.

Accountability, Compliance, and Internal Controls:

1. Coordinate with data-owning departments to support accurate reporting and regulatory compliance.
2. Monitor legislative, regulatory, and TEA changes affecting assigned data collections, accountability measures, attendance accounting, or district information systems.
3. Communicate changes in data requirements, timelines, definitions, and procedures to affected leaders and data owners.
4. Establish risk-based review procedures and internal controls to identify inaccurate, incomplete, inconsistent, or unsupported data.
5. Conduct or coordinate periodic data-quality reviews and communicate findings, corrective actions, responsible parties, and deadlines.
6. Support district readiness for accountability reviews, compliance monitoring, financial or program audits, and other external examinations involving reported data.
7. Escalate significant data-quality, compliance, funding, or submission risks to appropriate executive leadership.

Training and Support:

1. Develop and implement an annual training program for campus and department personnel responsible for PEIMS, attendance, enrollment, scheduling, discipline, special programs, staff, financial, and organizational data.
2. Produce and maintain procedures, calendars, reference materials, validation checklists, and role-specific guidance.
3. Provide technical assistance and consultation to campus administrators, registrars, attendance personnel, counselors, program staff, and central administration departments.
4. Establish service expectations and issue-escalation processes for PEIMS, TSDS, and student information support.
5. Promote shared accountability among data owners, data stewards, system administrators, and reporting personnel.

Personnel Management:

1. Select, train, supervise, evaluate, and develop assigned personnel in accordance with district policies and administrative procedures.
2. Establish staff responsibilities, performance expectations, cross-training plans, and internal quality controls.
3. Promote continuous improvement, professional growth, service excellence, ethical conduct, and accountability within the department.
4. Plan for continuity of operations and succession in critical reporting and system-support functions.
5. Make recommendations regarding staffing, assignments, professional development, and departmental resources.

Policy, Reports, and Professional Conduct:

1. Recommend administrative procedures and operational standards related to assigned responsibilities.
2. Prepare reports, presentations, and recommendations for executive leadership and, when requested, the Board of Trustees.
3. Maintain confidentiality and protect student, employee, financial, and other sensitive information.
4. Comply with district policies, administrative procedures, legal requirements, and professional standards.
5. Maintain professional knowledge through continuing education, professional organizations, regional support networks, and review of current guidance.
6. Perform other duties as assigned by the supervisor.

Supervisory Responsibilities:

Supervise and evaluate assigned professional, technical, and administrative support personnel:
· PEIMS Coordinator
· PEIMS Specialists
· Registrars
· Exercise functional oversight of district and campus data stewards whose work contributes to PEIMS, TSDS, student information, attendance, accountability, and compliance reporting, although those employees may report administratively to other supervisors.

Equipment Used:

Computer, laptop, mobile device, presentation equipment, printer, copier, scanner, and other standard office equipment. District enterprise applications, student information systems, state reporting applications, database and query tools, spreadsheet software, data visualization platforms, collaboration tools, and electronic records systems.
Working Conditions:

Mental Demands:

· Maintain emotional control under stress.
· Work with frequent interruptions and changing priorities.
· Interpret complex technical, legal, and regulatory requirements.
· Analyze large volumes of detailed and interdependent data.
· Exercise sound judgment and maintain confidentiality.
· Meet recurring, concurrent, and nonnegotiable state reporting deadlines.
· Communicate effectively with technical and nontechnical audiences.

Physical Demands:

· Frequent sitting, keyboarding, reading, communicating, and repetitive hand motions.
· Occasional lifting and carrying of light office materials and equipment.
· Occasional movement between offices, campuses, and district facilities.
· Prolonged use of computers and visual display equipment.

Environmental Factors:

· Work is performed primarily in an office environment.
· Frequent districtwide travel; occasional regional or state travel.
· Occasional prolonged or irregular hours, including evenings or weekends, during critical reporting periods, system implementations, audits, emergencies, or submission deadlines.
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