Data Systems Analyst II
Qualifications:

· Bachelor Degree and experience in the information systems or business fields.

· Knowledge of PC’s and printers.

· Knowledge of Windows operating systems.

· Knowledge of Microsoft Office, and Databases (Medical Manager preferred).

· Experience in Data Entry (DE speed of 300 cpm).

· Experience in training preferred.

· Experience in report preparation.

Position Specific Job Functions and Competencies:

1.  Professional Demeanor

· Responds to the needs of staff and contractors in a service friendly manner 

· Applies skills that demonstrate the promotion of a productive team environment

· Develop and maintain networking relationships within the agency and with contractors and key vendors

2.  Knowledge of Job

· Implement and apply program rules and structure

· Comply with agency personnel policies 

· Oversees the maintenance of CDS computer equipment

· Oversees the maintenance of CDS phone systems

· Oversees the maintenance of CDS intranet
· Posts payments into Medical Manager

· Conducts daily, monthly, and yearly closes

· Maintains Medical Manager back-up system

· Conducts a monthly audit of Medical Manager account numbers to insure unduplicated participant lists

· Conducts a monthly audit of missing service tracking forms to maximize data integrity

· Conducts a monthly audit of all services as recorded in Medical manager to maximize data integrity.

· Maintains necessary internal systems to comply with contractual requirements (Title IV-E, Independent Living Participant Expenses, TANF authorizations, and others as needed)

· Maintains state and federal databases up-to-date and error-free (RHYMIS, NETMIS, Home Safe Net, One Family, TANF, and others)

· Conducts extensive in-house Medical Manager training to Medical Manager users, ensuring annual re-certification and/or necessary training updates of staff

· Provides back-up services for data entry positions agency-wide

· Provides on-going technical assistance to Medical Manager users

· Utilizes Medical Manager support contract as needed

· Participates in monitoring reviews/audits as needed

3.  Initiative

· Participates in the development of activities that increases the user friendly aspects of data collection, transmission and analysis

· Participates in the coordination of information that would benefit Program Coordinators and Supervisors in performing their duties

· Seeks out and engages in activities that assist staff responsible for data entry and submission

· Conduct miscellaneous audits to maximize data integrity

4.  Communication

· Maintains an effective communication with other agency staff

· Models communication that promotes a team attitude within the program and across the agency

· Communicates in a manner that results in the best program management possible

· Maintains and transmits data and information in a manner that protects data integrity and ensures confidentiality

· Communicates up the chain of command about current and potential issues of concern in a timely manner

· Generates Ad-hoc reports from state and federal data bases (RHYMIS, NETMIS, Home Safe Net, One Family, TANF, and others)

· Communicates with staff to ensure earnings are maximized (Title IV-E, IL, SAMH, etc.)

· Tracks timely payment of all Data Systems Department generated invoices and communicate potential problems to Supervisor

   5.  Decision Making

· Responds to situations in a manner that is fair and reduces conflict

· Troubles shoots issues and problems 

· Seeks consultation and assistance as needed and appropriate

   6.  Planning, Organizing and Quality of Work

· Ensures that data and information needed by and from other departments and staff is received in a timely manner 

· Ensures timely and accurate data entry into state and federal databases (RHYMIS, NETMIS, Home Safe Net, One Family, TANF, and others)

· Prepares and submits internal and external reports in a timely and accurate basis
· Prepares and submits invoices in a timely and accurate basis

· Maintains the following filing systems in an organized and timely manner:

· Medical Manager daily deposits

· Medical Manager service tracking forms for all programs

· Medical Manager participant registration forms for all targeted prevention programs

· CDS’s central report files

· CDS’s central invoice files for:

· Contract invoices

· Participant invoices as needed

· Maintains and orders Data Systems Department operating supplies

  7.  Supervising and Motivating

· Orient, train, coordinate and supervise all staff assigned

· Ensure that staff comply with job description and contractual requirements

· Provide daily supervision and oversight of all aspects of services delegated to your authority

· Supervise and monitor the quality and quantity of the work of staff under your supervision 

· Recognize staff achievements and participate in the creation of improvement plans and corrective actions as necessary

· Provide oversight of the work activities of assigned staff

· Make recommendations to your supervisor regarding the hiring and retention of staff

  8.  Delegation

· Ensure data issues and activities are managed appropriately

· Ensure that the program has necessary goods and materials 

Organizational Work Expectations:

1. Have a working knowledge of and comply with appropriate laws, rules, administrative policies, and procedures related to your specific program.  

2. Coordinate activities with your immediate supervisor and keep him/her updated on trends and changes.

3. Ensure that work performance is in accordance with CDS, Inc.’s program-specific policies and procedures.

4. Provide appropriate documentation of activities.

5. Initiate and maintain all paperwork in compliance with appropriate rules and regulations.

6. Participate in the management information system.

7. Maintain open communication and positive working relationships with agency personnel, volunteers, interns, community partners and the general public.

8. Work cooperatively to promote the corporate identity and scope of CDS, Inc., and associated service sites.

9. Maintain a level of quality customer service, which results in customer satisfaction.

10. Participate in interagency and intra-agency committees as approved by your supervisor or designee.
11. Participate in CDS, Inc. staff meetings, professional development, and training, as instructed by your supervisor.

12. Participate in maintaining the facilities owned and/or operated by CDS, Inc.
13. Abide by and promote safety practices that reduce the risk of injury and/or property damage and facilitate the well being of participants, guests, staff, and the general public.

14. Have a working knowledge of and comply with CDS, Inc.’s policies and procedures regarding event reporting:  Unusual Event Reports, Office of the Inspector General (DJJ) Reports, and Child Abuse Reporting.

15. Have a working knowledge of and comply with appropriate CDS, Inc. personnel policies and rules for ethical conduct as outlined by the National Association of Social Workers, and all applicable policies and procedures.

16. Report any potential, suspected or actual workplace violence in accordance with the policy described in the Employee Handbook

17. Report any suspected or incidents of discrimination or harassment of CDS, Inc. participants, staff, volunteers, partners, or visitors, in accordance with the policy described in the Employee Handbook

18. Perform other job-related duties as may be requested by your supervisor or designee.

Essential Functions:

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.

· the ability to come to work (attendance)

· the ability to get to work on time (punctuality)

· the ability to get along with co-workers

· the ability to work on a team

· the ability to work as directed

· the ability to work under stress

· the ability to cooperate

· the ability to self-motivate to do tasks as needed

· the ability to meet deadlines

· the ability to work as needed to meet a deadline

· the ability to document legibly

· the ability to perform safety/emergency functions

· the ability to reason and utilize mathematic skills to properly carry out instruction and to perform duties involving money, statistics, and reporting.

· the ability to use phone and e-mail

· the ability to use computer keyboard and mouse

· the ability to apply common sense understanding in prioritizing tasks

· the ability to carry out instructions furnished in oral and/or written form.

· the ability to work effectively with the public

· the ability to utilize sound judgment

· the ability to problem solve

· the ability to sit at desk or computer for extended periods of time

· While performing the duties of this job, the employee is regularly required to stand, sit, and walk; use hands to manipulate, handle, operate objects, tools, or controls; reach with hands and arms; stoop, kneel, or crouch.  The employee frequently is required to talk and hear.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  

Requirements:

· Have reliable transportation available, carry adequate auto insurance and possess a valid Florida driver's license.

· Clear background record check and Drug Free Workplace screening.

· Comply with training requirements for your position.

By signing below, I agree and understand that I must be able to perform each responsibility set forth above to continue my employment with the organization.

_____________________________________



___________________________

Employee Signature






Date

_____________________________________



___________________________

Supervisor Signature
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