
 

Job Title: PEIMS Coordinator Wage/Hour Status: Exempt  
 
Reports To: Assistant Superintendent of Pay Grade: Support Pay Group 7 

Business and Finance 
 
Dept. /School: Administration Building Date Revised:  1/08/2019  
 
 

Primary Purpose: 
 
Responsible for the preparation and submission of state and federal reports (PEIMS and special 

education). Responsible for electronic storage and records retention for school district. 
Coordinates the district's use of student software for scheduling, grade reporting, testing, and 
coordinates student attendance for the district and is PEIMS coordinator and Records 
Management Officer for the district. 

 
Qualifications: 
 

Education/Certification: 
High School Diploma or GED 
 

Special Knowledge/Skills: 
Skills in use of computer, data entry, editing, reading programs and user training on district student 

software. 
Knowledge of state PEIMS and attendance requirements. 
All aspects of computer operations, state attendance procedures, district policies and procedures 
and graduation requirements. 
Ability to identify computer program errors through reviewing reports or program listings. 
Ability to read, write and perform mathematical calculations. 

 
Experience: 
Three years experience as a teacher and administrator/counselor in schools is required. 
 

Major Responsibilities and Duties: 
 
1. Coordinates all activities associated with PEIMS. 

2. Maintains liaison relationship with school contact. 
3. Assist in responses to all local, state and federal requests for information on behalf of the 

district. 
4. Interprets local, state and federal requirements for student information collection. 
5. Evaluates student information system programs for accuracy and comprehensiveness. 
6. Coordinates the procedures used to provide transcript data collection and dissemination. 



7. Assist in the collection, integration and formatting of all data required for PEIMS 
submissions according to PEIMS Data Standards. 

8. Assist with training and support to district and campus personnel responsible for 
processing PAIMS data, including but not limited to creation of handouts, manuals and 
checklist. 

9. Receive PEIMS-related information from TEA and disseminate to other staff and district 
PEIMS personnel in a timely manner, including Student Attendance Accounting 
Handbook and updates to PEIMS Data Standards. 

10. Attend all TEA/ESC PEIMS training sessions and disseminate information to appropriate 
staff. 

11. Ensure proper student attendance accounting practices per the TEA Student Attendance 
Accounting Handbook. 

12. Thoroughly read, understand, and implement the PEIMS Data Standards Manual and 
Student Attendance Accounting Handbook. 

13. Maintain staff security updates for student SIS. 
14. Address security issues and login issues in student SIS. 
15. Address security issues and/or login issues for family access and student access. 

16. Provide help desk support for SIS related issues for end-users for the areas of PEIMS, 
demographics, enrollment, attendance, discipline and special programs. 

17. Conduct campus data audits in the areas of enrollment, attendance, and leavers to 
ensure data accuracy. 

18.  Conduct data audits to insure data accuracy by running edits, reports and verification 
checks ton data to ensure accuracy of information. Provide data cleaning and 
maintenance of SIS as needed. 

19. Verify PEIMS data submitted to TEA and submit corrections in a timely manner. 
20. Oversee TREX process and training for all campuses. 

21. Comply with policies established by federal and state law, State Board of Education rules 
and local board policy and procedures. 

22. Compile, maintain and file all physical and computerized reports, records and other 
documents required for PEIMS audit information. 

23. Insure data/record retention in accordance with state standards for PEIMS. 
24. Coordinates and Manages activity associated with student attendance for the district.  
25. PEIMS # verification of new courses. 
26. Maintains confidentiality at all times 
27.  Other duties as assigned. 

 
Supervisory Responsibilities:  
 
This position directly supervises one employees. 
 
Equipment Used:  
 
Ability to use a computer, scanner, calculator, shredder, and printer. 
 
Working Conditions: 
 
Mental Demands/Physical Demands/Environmental Factors: 
 
Maintain emotional control under stress. 
 



NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 
and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 


