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LEECH LAKE TRIBAL COLLEGE 
POSITION DESCRIPTION 

 
 
 
 

POSITION TITLE: Institutional Reporting Specialist 
DEPARTMENT: Office of Assessment & Institutional Research 
REPORTS TO: Director of Assessment & Institutional Research 

Part-Time Position 
STATUS: hourly 
LICENSE/CERTIFICATION REQUIREMENTS: Valid Driver’s License from a US State, current 
insurance or be insurable. 

POSITION LOCATION: Remote/Virtual  
Pay: $17/hr. 
 
SUMMARY: 

This position is primarily responsible for reporting institutional data to federal, state, and other 

entities. Some internal data collection and reporting will be required.  The individual serving in 

this position must have a knowledge or familiarity with federal and state reporting practices and 

requirements. Knowledge of Excel is a must. A knowledge of Jenzabar, SQL, and other data 

query processes is a plus. 
 
EDUCATION:   

A High School Diploma is required. The ideal candidate will have a Bachelor’s Degree or higher 

or at least 60 college credits completed towards a Bachelor’s Degree.  
 
ADDITIONAL QUALIFICATIONS AND SKILLS:  

• Analytical Thinking (Intermediate Level): Collects all the relevant information and 

data needed to address the problem through known sources. Identifies, sorts and 

categorizes source materials to deliver most pertinent and needed information. Identifies 

the logical, factual outcomes based on the data, information and analyses conducted. 

• Effective Communication (Intermediate Level): Receives and learns from feedback. 

Builds effective formal and informal communication channels. Shows tact and diplomacy 

while maintaining open, honest dialogue with coworkers and campus partners. Keeps 

relevant people accurately informed and up-to-date of both positive and potentially 

negative information.  Actively listens to and synthesizes perspectives of others. 

• Data Reporting and Management (Intermediate Level): Understands and utilizes 

various database querying tools to solve problems and generate reports. Maintains a 

library of SQL scripts for reporting processes. Performs some query creation. 

Coordinates and maintains processes that optimize student/employee data quality. Works 

with IT to address data issues that arise. Conducts data integrity checks, including 

troubleshooting and coordinating issues with appropriate constituents. Develops and 

maintains a documentation process for all mandated reports. 
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• Database (Beginner to Intermediate Level): Utilizes the Jenzabar database to retrieve 

data through buildable or SQL queries. Uses Excel to report data to state, federal, and 

other sources. Distributes data to the campus partners as required.  

• Technical Reporting Proficiency (Intermediate Level): Has acquired a broad, working 

knowledge of the institutional, state, and federal practices, generally recognized 

principles, approaches, methodological frameworks and best practice theories. Uses 

extensive first-hand application and implementation experiences that have been gained in 

a variety of contexts and requirements for the technical proficiency. 

• Innovative & Creative Thinking (Beginner Level): Open to new ways of doing things. 

Generates and or recognizes imaginative or creative ideas and solutions. Is unafraid to 

use unorthodox methods. 

• Leadership (Beginner Level): Understands and supports organizational goals. Creates 

the conditions that enable the team to perform at its best (e.g. setting clear direction, 

providing appropriate structures, getting the right people). Sets a good example by 

personally modeling desired behavior. Publicly credits others who have performed well. 

Solicits ideas and opinions to help form specific decisions and plans. Personally models 

LLTC's values, behaviors, and work practices. Influences the culture in ways that value 

and support diversity. 

• Problem Solving (Beginner Level): Takes time to identify and clarify the problem. 

Knows or asks how to research the problem, e.g. where to obtain relevant information. 

Applies appropriate level of analysis to the problem. Formulates alternative or creative 

solutions to problems. Solutions effectively address issues and are easily sustainable. 

Provides information to individuals and teams in a timely manner. Collaborates 

effectively with others to solve problems and make decisions. 

• Project or Program Management (Beginner Level): Gather and analyze relevant 

information to plan a course of action. Collaborates effectively with others to solve 

problems and make decisions. Alerts appropriate parties immediately about potential 

problems. Documents project progress, changes, and decision points as necessary. 

• Ability to pass pre-employment drug test and criminal background checks.  

• Native American Preference. 
 
 
DUTIES/RESPONSIBILITIES: 

 

1) Submit state and federal reports, as mandated using the Jenzabar database. 

2) Handle highly sensitive information and confidential records and materials in compliance 

with state and federal regulations. 

3) Coordinate, design, collect, and maintain the survey data necessary to ensure compliance 

with college regulations, policies and procedures. 

4) Provide specific information upon request and research and resolve problems/concerns 

according to established policies and procedures. Process ongoing data requests. 

5) Develop queries, forms and reports that enhance the ongoing reporting capability of current 

Data Systems. 

6) Provide tracking and demographic information of students and courses for the county, state, 

etc. 

7) Provide support to strategic planning activities and the development of metrics to assigned 

special projects. 
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8) Assist with interactive dashboards using Izenda, Tableau, Excel or related software. 

9) Adhere to college, federal and state administrative procedures, guidelines, initiatives and 

directives to ensure compliance with all relevant regulations affecting college operations.  

10) Prepare data for internal and external research reports 

11) Perform other tasks of a similar nature or level as assigned. 

PHYSICAL REQUIREMENTS. Position is available for remote work. 
Off campus: 

Be able to sit long periods of time 
On campus: 
Subject to internal working conditions 
Non-smoking environment 

  
I understand the job description for the Institutional Reporting Specialist position.  am capable 
and agree to perform the job duties and responsibilities assigned to me.  I also understand 
that the duties and responsibilities and other working conditions may change from time to 

time with or without notice. I further understand that this job description is not a contract and 
does not guarantee employment for any specific period or amount of time. This job 
description will be revised periodically or as needed. 

*Job Description created/revised: 04/26/2021. 

  
 
 
Employee Signature: ______________________________________      Date____________  

 
 
Supervisor Signature: ______________________________________      Date____________  

 
 
Human Resources Signature: ________________________________      Date____________  
 

 
President Signature: ________________________________________      Date____________ 


	ADDITIONAL QUALIFICATIONS AND SKILLS:

