
NORTH KITSAP SCHOOL DISTRICT 
JOB DESCRIPTION 
 
WESPaC Fiscal & Student Coordinator 
 
Purpose of Job 
The WESPaC Fiscal & Student Coordinator provides coordination within the district to all users of 
the WESPaC System, maintains system configurations to support multiple areas of the system being 
utilized including security, and provides the essential communication link for all areas of Skyward. 
The coordinator will have system wide Skyward access to all fiscal, HR and student confidential data. 
 
Essential Job Functions 
The following list of duties is the overall responsibility of the WESPaC Fiscal & Student Coordinator. 
The delegation and assignment of these duties along with the education and training of the fiscal, 
human resources, payroll, and student staff and school support personnel is essential to the completion 
of this job.  

 
1. Essential Communication link between ESD and District product users to assure the 

understanding of all areas of WESPaC.  
2. Coordinate and maintain system configurations, security and account clearance settings for 

all areas of Fiscal/HR, Student, Gradebooks and Family/Student Access. 
3. Provide technical assistance to district personnel with processes and procedures for handling 

data related to WESPaC 
4. Analyze current business practices and make recommendations for new business practices 

based upon WESPaC logic.   
5. Train and support staff on current and new functionality in the areas of Fiscal/HR & Student 

Modules.  
6. Develop and maintain communication plans for new functionality and issues related to 

WESPaC changes 
7. Coordinate CEDARS State Reporting 
8. Stay current on new state requirements that affect how data needs maintained in Skyward to 

comply with state regulations.  
9. Assist in working with third party database vendors such as Follett, HD Baker and 

Transfinder 
10. Coordinate and oversee Medicaid Match funding process.  

1) Serves as the communication liaison with DSHS 
2) Develop Medicaid Match training materials 
3) Communicate with Principals and building Coordinators 
4) Provide training and technical assistance to school staff 
5) Coordinate DSHS data collections 
6) Evaluate data collection for consistency and accuracy 
7) Prepare Medicaid Match application 

11. Assist with the management of incident reports, insurance claims, and risk management 
processes. 

12. Provide support to the Business Office as needed, including assistance of preparation of data 
for collective bargaining. 

13. Performs other related duties as assigned 
 
 
 



Education & Experience: 
1. Two years of accredited college course work in business, accounting, and database application.  

Appropriate experience may be substituted. 
2. Three to five years of experience in an automated, data processing environment, preferably in a 

school district or ESD setting. 
3. Highly Advanced Database Management Skills 
4. Experience with complex data conversion projects. 
 
Knowledge Skills & Abilities: 

1. Ability to apply knowledge of school business and student records management practice to the 
training of staff on usage and application of fiscal and student management software. 

2. Ability to proficiently use complex database software and troubleshoot advanced database 
software application problems. 

3. Ability to effectively present technical information to non-technical audiences. 
4. Demonstrated excellent verbal and written communications skills. 
5. Demonstrated positive public relations skills including public speaking and training skills. 
6. Ability to work flexible days and hours. 
7. Experience with the WSIPC Student & Fiscal system preferred. 
8. Ability to meet daily, weekly, and emergency time lines. 
9. Ability to operate a personal computer using Window-based software, including Microsoft 

Work, Excel, and Outlook. 
10. Ability to work independently without supervision and to exercise good judgment in fulfilling 

the responsibilities of the essential job functions. 
 

Licenses, Certificates & Special Requirements: 
 
 
Reporting Relationship: 
Reports directly to the Assistant Superintendent of Human Resources and Operations 
 
Conditions of work: 
Generally works in an office environment; experiences frequent interruptions, required to respond to 
emergent situations; works with confidential employee association and individual employee 
information. 
 
Union Affiliation: FLSA Status: Salary Range: 
Non-Bargained Non-Exempt $60,000.00/year 
 
Job # Job History: 
 Created:  06/30/08; Revised: 8/27/10; 9/2/11 
 
     
Immediate Supervisor Date  Asst. Supt of  HR & Operations  Date 
 
 
This job description is not an employment agreement or contract.  District management reserves the right 
to change this job description at any time without notice. 
   


