
 

EMPLOYMENT OPPORTUNITY  
 
 

| POSITION EMIS Data Specialist 
 

| LOCATION   Central Office 
 

| GENERAL DESCRIPTION The EMIS Data Specialist will accurately enter, aggregate and submit 
all required EMIS reports; manage the district’s Student Information 
System satellite and main campus student data; and assist the EMIS 
Coordinator with the department’s operations. The Data Specialist will 
also lend support to all matters essential to the efficiency and 
effectiveness of this office so that maximum benefit will be realized by 
the district’s administrative operations and foundation funding.  

 
 

| QUALIFICATIONS 
• High School Diploma with a minimum of two (2) years of secretarial experience; 
• Excellent keyboarding, typing, organization, and customer service skills; 
• Experience with student information systems preferred; 
• Ability to manage large amounts of data from different sources; 
• Ability to maintain a high degree of confidentiality; 
• Ability to maintain complex and confidential records with attention to detail; 
• Willingness and ability to work as a team member and with the public; 
• Ability to handle difficult work deadlines and pressure; 
• Ability to exercise independent judgment; 
• Computer expertise appropriate to the position; 
• Effective and demonstrated problem solving, critical thinking, analytical, oral and written 

communication, and organizational skills; 
• Valid driver's license; 
• History of strong work record, including good job attendance; and 
• Documented evidence of acceptable criminal record as required by Ohio law and Board 

Policy. 
 
 
| STARTING DATE      July 1, 2022 
 
| SALARY   From $50,482 to 65,869 based on experience 
 
| BENEFITS A comprehensive benefits package includes medical, dental, vision, 

and life insurance; tuition reimbursement; paid sick and vacation time 
 
| WORK YEAR   260 days/year (12-month calendar); 8 hours/day 
 
| DEADLINE     Internal:  Monday, May 16, 2022 

External: Until Filled 
 
| APPLY TO     Butler Tech Careers 

https://www.applitrack.com/bcc/onlineapp/_application.aspx?posJobCodes=9436&posFirstChoice=Secretarial/Clerical&posSpecialty=Data%20Processing

