PEIMS COORDINATOR

(Public Education Information Management System)

JOB DISCRIPTION

It is the responsibility of the PEIMS Coordinator to submit all PEIMS information provided by each campus to the Texas Education Agency.   It is not the responsibility of the PEIMS Coordinator to make any decisions concerning the accuracy of this information provided by the campus.  It is the responsibility of the principals and administrators to determine if the PEIMS data is accurate for submission.
· Responsible for PEIMS data entry of
· Counselor signed Student Schedule Request 

· GPAs until 2003 and then Counselor will be able to utilize automated software to report GPAs
· Freshman, Sophomore GTA & Weighting Information is entered correctly.  This is a one-time data entry requirement, then will be automated
· Responsible for PEIMS data submission four (4) times per year.

· Ensure that all PEIMS data is entered correctly.

· Run various reports as needed by the state and/or district.

· Maintain PEIMS information and documentation.

· Keep principals and/or administrators informed of any changes in PEIMS requirements.

· Load all RSCCC Student updates on the districts computers as required by Region 7.

· Attend workshops provided by Region 7  in regards to PEIMS.
· Maintain all Fixed Asset and Inventory Records

· Ensure that all Fixed Asset and Inventory (over $500.00) purchased by the school district have inventory tags.

· Other duties as assigned by the Business Manager and/or Superintendent.

Note: Transcripts will be automated by next year
