
 

 

TITLE:     EMIS Data Manager 

 

REPORTS TO:   Coordinator Technology Technical Support/EMIS  

 

QUALIFICATIONS:   

a) Attainment of either the Master Certified EMIS Professional (MCEP) or 

Data Manager certification from the Ohio Association of EMIS 

Professionals (OAEP) 

b) Three years coordinating EMIS data submissions for a district of at least 

10,000 students/ADM 

c) Experience with technical data entry 

d) Strong collaborative problem solving skills 

e) Excellent oral and written communications skills 

f) Ability to read and comprehend legal/technical documentation (e.g. ODE 

EMIS Manual, special education forms, procedures, and processes, etc.) 

g) Ability to meet deadlines independently, effectively, and efficiently 

h) Has general knowledge of the Ohio education system and how it works 

i) Equivalent combination of training and experience 

 

JOB GOAL: To report complete and accurate district data to the Ohio Department of 

Education via the EMIS system.  To assist the district EMIS Coordinator in 

managing the various data submissions, trouble-shooting, problem 

resolution, etc. associated with the various EMIS reporting periods 

throughout the school year.  To assist the Pupil Personnel/Student Services 

Coordinator in submitting the data necessary for federal Office of Civil 

Rights (OCR) reporting.  

 

RESPONSIBILITIES:  

1. Coordinate systems and procedures of efficient data reporting throughout 

the district regarding special education, testing, student programs, 

grades, credits, summer school, special circumstances, out-of-district 

students, career-technical data, etc… 

2. Extract district data from various source systems (e.g. student 

information system (e.g. Infinite Campus), payroll, personnel, 

accounting, ERP systems (e.g. USPS, USAS)) and prepare data files to 

go to the state 

3. Load the various data files into the EMIS Data Collector and execute the 

various steps necessary (e.g. prepare, preview, submit) to submit district 

data to ODE via EMIS through our Information Technology Center 

(ITC) at Metropolitan Education Council (MEC) 

4. Ensure timely and accurate submission of district data to ODE assuring 

all EMIS deadlines are met 

5. Investigate and trouble-shoot various resulting error reports (e.g. Level 

1, Level 2, etc.) 



 

6. Create and monitor helpdesk tickets at MEC as needed to report EMIS 

system problems 

7. Distribute EMIS reports received from ODE and train staff in the 

interpretation of EMIS reports 

8. Communicate various errors/problems to end user schools/departments 

within the district and help them work through correcting district data for 

resubmission 

9. Send memos/directives to building/department personnel regarding 

EMIS data required and timeline for completion 

10. Corrdinate with other districts and/or community schools during 

problem investigation/resolution 

11. Participate in district Data Quality Team meetings to review status of 

EMIS reporting throughout the school year identifying problem areas 

that need to be addressed 

12. Create and maintain a system of accountability for data reporting 

throughout the school district 

13. Develop a routine system of data checkpoints and report verification 

14. Demonstrate dedication, commitment, good character, honesty, integrity 

and professionalism when it comes to reporting district data to ODE 

15. Practice confidentiality while handling student, staff, and financial data 

16. Be adaptable, flexible, and willing to understand that EMIS itself 

changes regularly as laws and legislators change 

17. Interpret EMIS reporting requirements for the school district 

18. Attend EMIS Coordinator meetings, seminars, workshops, conference 

calls, etc. hosted by source system developers (e.g. Infinite Campus), 

MEC, ESCCO, OAEP, and ODE to maintain accurate knowledge of 

EMIS requirements 

19. Train various district staff (e.g. registrars, secretaries, administrators, 

master schedulers, payroll, personnel, etc.) as needed on the ever-

changing state and federal reporting requirements sent down from 

various state (e.g. ODE) and federal agencies (e.g. OCR) 

20. Develop and update internal procedures/manuals as they apply to 

compiling and processing information for EMIS reporting 

21. Prepare the “sign-off” forms for the Treasurer’s and Superintendent’s 

signatures verifying that all data submitted is complete and correct and 

submit forms to ODE 

22. Similar to EMIS reporting, assist with the submission of the required 

data for federal Office of Civil Rights (OCR) reporting  

23. Other duties as assigned 


