Siras Support Coordinator

Department: Business Operations

Employment Status: Full-time (40 hours per week)

FLSA Status: Non-Exempt

Work Arrangement: Hybrid to remote schedule, as required by business needs

Base Pay/Salary: $28.85 to $38.47 per hour (based on qualifications and experience)
MBT Vision

Empowering partners to optimize efficiencies and reimbursements while minimizing burden on
staff.

MBT Mission

MBT is dedicated to providing consistent and personalized partnerships centered on
transparency and up to date program knowledge. Our purpose is to provide guidance on best
practices to optimize reimbursement programs and cost savings in a rapidly changing regulatory
environment.

Respect. Accountability. Integrity. Heartfelt Service

Job Profile

The Siras Support Coordinator supports MBT’s educational partners by providing responsive,
knowledgeable, and solutions-oriented support for the Siras platform. Reporting to the Siras
Support Lead, this role assists clients with platform support, troubleshooting, training, and the
effective use of Siras to promote efficient and compliant IEP processes. The Siras Support
Coordinator develops and maintains subject matter expertise in Siras products, services,
workflows, and compliance validations to help clients successfully navigate the platform and
address educational, operational, and regulatory needs. This position also collaborates with



internal teams to support product adoption, enhance support processes, and develop training
and knowledge resources as the Siras program continues to grow. As a provider of
industry-leading |EP technology and operational support, MBT relies on the Siras Support
Coordinator to build strong relationships, communicate effectively with a wide variety of
stakeholders, and deliver exceptional service that contributes to the success of both MBT and its
educational partners.

Qualifications

An associate or bachelor's degree in information technology, education, business
administration, or a related field is preferred.

Three or more years of experience working with K-12 educational entities, such as school
districts, county offices of education, charter schools, or related organizations.

Knowledge of Individualized Education Programs (IEPs), special education processes, and
applicable compliance requirements.

Strong customer service, problem-solving, and technical troubleshooting skills.

Ability to work confidently with technical tools while clearly and patiently supporting
non-technical users.

Experience working with large data sets, performing data validation, and identifying or
resolving data-quality issues.

Proficiency in Microsoft Office and Google Workspace applications.

Strong written and verbal communication skills, including the ability to explain technical
information clearly to a variety of audiences.

Excellent organizational skills and attention to detail.

Ability to manage multiple priorities, maintain accurate records, and meet established
deadlines.

Ability to exercise discretion, maintain confidentiality, and appropriately handle sensitive
student, client, and organizational information.

Ability to work a hybrid or remote schedule, with occasional travel for in-person meetings,
training, and conferences, as required by company needs.

Responsibilities

Siras Support & Client Success

Provide knowledgeable, timely, and solutions-oriented support for Siras products and
services, ensuring the accurate resolution of client inquiries, support requests, and
technical issues.

Monitor, prioritize, document, and manage support requests in accordance with
established service standards and escalation procedures.

Troubleshoot platform, user, access, configuration, and data-related issues, escalating
complex matters to the Siras Support Lead or appropriate internal teams as needed.
Communicate professionally with clients throughout the support process, providing clear
guidance, status updates, and follow-up to ensure a positive client experience.
Coordinate and deliver platform demonstrations, user onboarding, and training sessions
for prospective and existing clients.

Support clients in the effective use of Siras by providing guidance on platform
functionality, IEP workflows, data integrity, and compliance-related validations.

Review client data, identify potential data quality concerns, and collaborate with clients
and internal teams to promote accurate documentation and reporting.



Maintain accurate support documentation, client records, and training records while
safeguarding confidential student, client, and organizational information in accordance
with applicable laws, regulations, and company policies.

Documentation, Training, & Process Improvement

Develop, maintain, and improve support documentation, user guides, knowledge
resources, training materials, and standardized operating procedures.

Collaborate with internal teams to promote consistent understanding of Siras functionality,
special education processes, and best practices.

Support internal staff development by providing training, resources, and guidance related
to Siras products, client support, and operational procedures.

Participate in software testing, configuration, implementation, and product enhancement
efforts by providing feedback focused on usability, compliance, and client experience.
Support integration initiatives involving Siras and other MBT products through testing,
documentation, data validation, and client communication.

Identify opportunities to improve support processes, training resources, and overall client
experience.

Program Knowledge

Maintain current knowledge of Siras products, special education regulations, IEP
processes, and applicable California Department of Education (CDE), Department of
Health Care Services (DHCS), and other regulatory guidance.

Attend assigned trainings, conferences, webinars, and professional development
opportunities to maintain subject matter expertise.

Research and interpret guidance from CDE, DHCS, and other applicable agencies to
support clients and internal staff.

Maintain a working knowledge of the LEA Billing Option Program and its relationship to
IEP documentation and student data.

Communicate regulatory updates, product enhancements, and industry best practices to
MBT staff and educational partners.

Promote consistent compliance with applicable regulations, professional standards, and
MBT policies and procedures.

Attend and contribute to assigned MBT meetings; both in person and virtually (video on
when virtual)

Collaborate well with other MBT staff to implement MBT systems and services

Be available by telephone, email, and Live Chat to assist with inquiries related to the LEA
program

Multi-task and establish priorities in order to maximize productivity

Adhere to multiple deadlines and handle multiple projects at once

Focus efforts on activities that will produce the greatest benefit to the company

Execute projects with speed and accuracy without immediate or constant supervision
Elevate and communicate areas of potential risk

Complete all other tasks, as assigned

MBT is an equal opportunity employer, drug-free workplace, and complies with ADA regulations

as applicable.



If interested in this job opening, please email your resume and cover letter to our HR team at:

recruiting@mbt4schools.com
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