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TITLE:


TITLE:

SOFTWARE SUPPORT SPECIALIST

QUALIFICATIONS:

1. Bachelor’s Degree preferred.  

2. Minimum three (3) years experience working in an office environment.  School or district office experience preferred.

3. Ability to read, analyze and interpret general business periodicals, professional journals, technical procedures or governmental regulations.  
4. Ability to write reports, business correspondence and procedure manuals.  
5. Ability to effectively present information and respond to questions from groups and the general public.

6. Ability to work mathematical concepts such as probability and statistical inference.  
7. Ability to apply concepts such as fractions, percentages, ratios and proportions to practical situations.

8. Extensive knowledge and experience with standard computer hardware and software applications.  
9. Ability to use computer for E-mail, word processing, accounting, databases and presentations.

10. Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  
11. Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.

12. Utilizes proficiently the student administrative system, a district-wide student database application.
13. Demonstrated knowledge of Microsoft Windows™, Microsoft Office™ (Word, Excel and Access) required.

14. Excellent organizational skills, attention to detail and willingness to learn.

15. Good, effective communication skills including the ability to maintain confidential information.

REPORTS TO:  
Technology Director
JOB GOAL: 

Assists in the processing steps necessary for data collection and dissemination of financial and student information.  

PERFORMANCE RESPONSIBILITIES:

1. Assist and train school staff from remote locations and on site in the processing of data for the student administrative system.
2. Maintain and update software to provide a consistent database and hard copy of student information including enrollment, attendance, transportation and other student related information.

3. Perform queries to create, display and print student data in a matrix.

4. Create and save queries and filters for the efficient retrieval of commonly requested student and financial information.

5. Enter, extract and verify information from the databases to provide reports/information for Southington Public Schools and the State of Connecticut Department of Education.

6. Must attend training sessions to update computer skills.

7. Coordinate district user group meetings to share and disseminate information regarding administrative software.

8. Perform other functions as required by the immediate supervisor.

TERMS OF EMPLOYMENT:  
Twelve-month work year with salary, benefits and working conditions established by the Board of Education.

EVALUATION:  
Performance of the job will be evaluated annually by the Technology Director.
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