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JOB DESCRIPTION 
  

TITLE                        SYSTEMS PROGRAMMER 
 
QUALIFICATIONS   
 
 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 
and/or ability required.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

  
Education/ 
Experience 

Bachelor’s degree or a combination of five years experience and 
education which provides the required knowledge, skills and abilities 
for this position.  Knowledge of mainframe, midrange, and 
microcomputer hardware and operating system, office automation, 
teleprocessing and database design.  Demonstrated ability to 
understand systems analysis, programming, project management and 
physical characteristics of storage media.  Experience in directing and 
developing a continuous and comprehensive program.  
  

Language Skills Ability to read, analyze, and interpret the most complex documents.  
Ability to respond effectively to the most sensitive inquiries or 
requests. Ability to present projects and ideas clearly and concisely 
orally and in writing. Ability to lead and facilitate meetings.  Ability 
to make effective and persuasive presentations on complex topics to 
top management and the school board. 
 

Mathematical Skills  
 

Ability to calculate algebraic formulas, proportions, percentages, and 
statistical ratios.  Ability to create graphs, charts, etc. using 
presentation software. 
 

Reasoning Ability Ability to define problems, collect data, establish facts, and draw 
valid conclusions.  Ability to interpret an extensive variety of 
technical instructions in mathematical or diagram form and deal with 
several abstract and concrete variables.  Ability to effectively use 
problem solving skills and possess knowledge of management 
principles and practices. 
 

Physical Demands The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
While performing the duties of this job, the employee is regularly 
required to sit, talk and hear.  The employee is required to stand and 
walk; use hands to finger, handle or feel; reach with hands and arms.  
Employee is required to use a computer keyboard for extended 
periods of time.  Specific vision abilities required by this job include 
close vision, distance vision, and ability to adjust focus.  The 



employee shall be free of any alcohol or non prescribed controlled 
substance while on duty.  In addition, the employee shall be free of 
any substance, prescribed or otherwise, that impairs the employee’s 
work performance or the safety of others while on duty. 
 

Work Environment The work environment characteristics described here are 
representative of those an employee encounters while performing the 
essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential 
functions.  The noise level in the work environment is usually quiet. 
 

REPORTS TO Coordinator, Administrative Technology 
 

GENERAL RESPONSIBILITIES 
 

1. Plans, configures, installs, maintains and documents system hardware/software to 
include all operating, teleprocessing, networking program products and third party 
product software used by the school district’s Administrative Technology function. 

  
2. Supports system hardware/software, diagnoses problems, and implements changes to 

resolve problems. 
 

3. Maintains operating system software at the most current level. 
 
SPECIFIC RESPONSIBILITIES 
 

1. Conducts studies and evaluates new or enhanced hardware/software products to improve 
system efficiency. 

 
2. Implements changes for overall system performance improvement. 

 
3. Conducts capacity planning and configuration management studies. 

 
4. Designs, develops and implements specialized program/routines to supplement and 

enhance system software. 
 

5. Provides technical assistance and advice to other data center and network personnel on 
systems diagnostics and problem resolution. 

 
6. Trains Computer Operations staff in the operation of new and existing product software. 

 
7. Plans and coordinates the implementation of telecommunications applications. 

 
8. Monitors system performance by using specialized software products to analyze and 

identify problems. 
 

9. Works with technical personnel in systems, applications and networking to analyze 
application difficulties and ensure successful data communications with other computing 
systems. 

 



 
10. Develops and implements system security policies and procedures. 

 
11. Responsible for disaster recovery and system backup procedures. 

 
12. Develops and maintains technical standards, procedures and techniques.   

 
13. Maintains the allocation and utilization of direct access storage. 

 
14. Reviews operating system software and third party vendor software licenses and 

maintenance contracts to ensure accurate and timely vendor billing/payments.   
 

15. Performs other duties as assigned. 
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