
OCCUPATIONAL GROUP:  Business and Financial
CLASS GROUP:  Data Management
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Data Management Technician
	Technical
	Current
	


CONCEPT:
Performs work as a data manager in developing, overseeing, and maintaining data or information when the paramount knowledge requirement is the business or program area, rather than information technology associated with data management.
TASKS:
· Oversees quality of data in database or information systems.

· Identifies edits in the database or information systems to improve data quality.

· Uses retrieval language and tools to make data retrieval from multiple sources of data.
· Works with vendors and information technology staff in creating or modifying database systems, data collection systems, Electronic Interface Data (EID) or Information Technology (IT) systems.
· Analyzes business processes and data needs and translate business rules for IT staff.

· Develops, reviews and recommends automation plan consistent with business program objectives and IT plans.
· Develops and modifies databases following established criteria to compile or extract data and other information to complete or generate forms, charts, graphic tables and/or diagrams.

· Develops programming specifications or documentation of specifications.

· Develops manuals, handbooks, user guides and materials for IT systems and related business processes.
· Prepares reports for staff. 

LEVELS OF WORK:
· Class Group consists of one class.  
MINIMUM QUALIFICATIONS: 

· Four years of experience in business processes associated with a management information or database system.
·  Education may be substituted for experience as determined relevant by the agency.

· Some positions may require additional minimum requirements that will be specified on the position description.

CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
	MINIMUM  MAXIMUM

	DATA MANAGEMENT TECHNICIAN
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	· Assignments are well defined, limited in scope and are reviewed upon completion as one learns the specific area or assignments where they work.

· Employees have working understanding of the assigned database(s), programs, surveys and reports, and the retrieval language and tools associated with their position.

· Employees have working knowledge of business practices and rules, program area, programming specifications and modifications, and data elements and edits in systems; recommends changes to program specifications.

· Employees follow set procedures and established sequence of work requiring limited decision making

Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have a working knowledge in a specialized area or assignments where they work, i.e. the research methods related to the gathering of data elements, the procedures and methods used in the management of the data or information systems, and reporting requirements of the data.
· Employees independently make decisions about data elements and systems within established procedures and standards, and are reviewed for adequacy and soundness of conclusions and decisions.
· Employees apply working knowledge of specialized areas or assignments to identify edits to improve data quality, develop program specifications and implement modifications due to changes in regulation or policy; work is approved by superior.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have full understanding of the assigned database(s), programs, surveys, and reports associated with their position and have less need for consultation with superiors. 
· Employees mentor less experienced employees.

· Employees possess more intensive knowledge of the specialization where they work, experience and ability with research methods, working understanding of specific programming language, and mastery of data or information system to implement changes to specific systems.

Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge
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