
 

 
SHANGHAI AMERICAN SCHOOL 

JOB DESCRIPTION 
 
TITLE:    DATABASE MANAGER (Cross-Campus) 
SCALE:   Expat/PRC Support Staff Salary Scale 
CONTRACT DAYS: 210 
 

POSITION SUMMARY: 
The Database Manager is responsible for the administration, integration, management, support, and 
maintenance of all school databases, including the Student Information System (SIS), the Enterprise 
Resource Portal (ERP), Learning Management Systems (LMS), and Admissions and Development 
databases, in support of teaching and learning and the day-to-day operational needs of the school. 
 

SUPERVISED, EVALUATED BY & REPORTS TO: 

Director of Technology 

 

QUALIFICATIONS: 

➢ 5 years of Database Management experience with progressively increasing responsibility in a K-12 
instructional environment 

➢ Degree in MIS, Computer Science, or a related technical field, or comparable experience 
➢ Experience leading and managing technical teams 
➢ Experience managing and supporting a variety of relational databases and web-based applications 
➢ Experience with a variety of programming languages, protocols, and markup languages, including 

SQL, JavaScript, VBScript, Active Server Pages, PHP, FTP/SFTP, LDAP, and HTML 
➢ Strong understanding of database integration, including automatically using protocols such as 

ODBC, semi-automated using FTP, and manually using data export/import 
➢ Proficiency with spreadsheets, query generation, and report writing 
➢ Excellent interpersonal skills and a strong focus on customer service 
➢ The ability to independently manage multiple projects in a timely fashion 
➢ Strong analytical and problem-solving skills 
➢ Experience developing documentation and training end-users in database and web application use 
➢ Holds one or more current, industry-recognized technology certifications 
➢ Complete fluency in written and spoken English 
 
 

PERFORMANCE RESPONSIBILITIES: 

➢ Oversee administration, integration, management, support, and maintenance of all school 
databases, including the Student Information System (SIS), the Enterprise Resource Portal (ERP), 
Learning Management Systems (LMS), and Admissions and Development databases 

➢ Manage database engineering team and provide appropriate and timely technical support to 
faculty, staff, administration, and students 

➢ Collaborate closely with academic and operational departments, including Divisional principals and 
vice-principals, Educational Programs, Business Office, Finance, Purchasing, Support Services, 
Security, Human Resources, Communications, Admissions, and Development staff, to support 
database use within each department and ensure that department-specific database needs are 
clearly defined and met 



 

➢ Maintain an up-to-date schoolwide database systems architecture design with the goals to 
document school database systems/integration and identify and implement ways to better integrate 
and streamline school database systems 

➢ Ensure integrity of school database systems by managing system updates in a timely fashion 
➢ Establish criteria and gather data for monitoring system performance and follow-up with corrective 

actions when necessary 
➢ Communicate system outages in a timely manner and provide periodic updates to faculty, staff, 

administration, students, and parents 
➢ Maintain an up-to-date project management database and ticketing system 
➢ Proactively plan for capacity to ensure that school needs are met in a timely fashion 
➢ Work with Operational IT staff to develop and maintain processes for database backup and 

restoration as well as a plan for disaster recovery 
➢ Manage user accounts, such as passwords, groups, and access rights on internal and external 

systems 
➢ Develop and maintain comprehensive systems and end-user documentation 
➢ Design and deliver end-user training with students, parents, teachers, and other school staff 
➢ Collaborate with the Director of Technology and other Technology staff, as well as with other 

operational and academic departments of SAS, to advance the goals of the school. 
➢ Participate in the design, selection, and planning of new systems implementations 
➢ Assist in the preparation, administration, and supervision of the IT budget 
➢ Collaborate with other schools and external organizations to keep up-to-date with emerging 

technologies and industry-standard best practices 
➢ Other duties as assigned 
 
 
SAS BELIEVES: 
➢ That each employee makes a significant contribution to our success.  
➢ That contributions should not be limited by the assigned responsibilities.  
 
Therefore, this position description is designed to outline primary duties, qualifications, and job scope, 
but not limit the employee nor SAS to only the work identified. It is the expectation of the school, that 
each employee will offer his/her services wherever and whenever necessary to ensure the success of 
our organization. 


