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		1.	Position Code
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	State of Michigan
Department of Civil Service
Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	



	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.
This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

		2.	Employee’s Name (Last, First, M.I.)

		8.	Department/Agency
Michigan Department of Technology, Management and Budget (DTMB)

		3.	Employee Identification Number

		9.	Bureau (Institution, Board, or Commission)
State Budget Office (SBO)

		4.	Civil Service Classification of Position
Departmental Analyst 9-P11
		10.	Division
Center for Educational Performance and Information (CEPI)


		5.	Working Title of Position (What the agency titles the position)
Data Integrity and Reporting Analyst

		11.	Section
Office of Analytics and Reporting

		6.	Name and Classification of Direct Supervisor
Kim Harter, State Administrative Manager 15
		12.	Unit
 Data Integrity and Reporting

		7.	Name and Classification of Next Higher Level Supervisor
Lauren Paluta, State Division Administrator 17

		13.	Work Location (City and Address)/Hours of Work
Michigan Library, 702 W. Kalamazoo Street,
Lansing, MI   Monday-Friday, 8 a.m. – 5 p.m.

		14.	General Summary of Function/Purpose of Position
This position is responsible for analyzing and reporting education data from the Michigan Statewide Longitudinal Data System (MSLDS) in a manner that accurately portrays information on Michigan’s public preschool through postsecondary education students, staff, and schools over time. The position follows the standards, policies, procedures and protocols related to quality assurance, configuration management, metadata management, data quality, reporting tools and data manipulation techniques, and supports the creation of an environment that encourages maximum use of the MSLDS for improving education policy decision-making while meeting federal and state data reporting requirements. This position works closely with the Data Integrity and Reporting unit’s supervisors  in achieving the overall goals of the Data Integrity and Reporting team and CEPI by responding to the education data needs of the public, schools, state agencies, the federal government, the Legislature, the Governor’s office and other stakeholders.

	For Civil Service Use Only


		15.	Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.
		List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	% of Time	   55
Provide data analysis and reporting services that support the day-to-day operations of the Data Integrity and Reporting (DIR) Unit.
Individual tasks related to the duty.
· Collect detailed business requirements that enable the creation of comprehensive, logical reports to provide quantitative answers to policy questions for decision-making purposes.
· Create data dashboards, files or reports that meet the stakeholder requirements using data from the MSLDS.
· Analyze data and generate reports including graphs, charts and dynamic drill-through capabilities.
· Design custom queries and views of data in the MSLDS to meet general and specific stakeholder requirements.
· Perform quality reviews of data, reports and queries used by other CEPI analysts to ensure quality, accurate data are provided from the MSLDS.
· Assist in the delivery of web-accessible reports, data marts, and dashboards or scorecards.
· Test alignment of data displayed on MISchoolData.org web portal with metrics reported elsewhere.
· Collaborate with stakeholders on report requirements including outputs, format, delivery methods and frequency. 
· Implement document change controls to maintain version control procedures.
· Develop reports, create ad-hoc data queries, resolve data-related reporting issues and document report creation processes.
· Ensure the data quality of outputs and verify outputs are accurate and match business requirements. 
· Analyze and document the impact of input changes that affect output. 
· Work closely with data quality unit on issues pertaining to the quality of data within the MSLDS. 
· Work closely with the data collections unit on data use, interpretation and feedback. 


	Duty 2
General Summary of Duty 2	% of Time	    20
Support operation of the MSLDS. 
Individual tasks related to the duty.
· Review changes to the data collection applications and evaluate their necessity in and impact on known reporting and data visualization requirements.
· Document business requirements for new or updated data structures or data load processes including derived values to be stored in MSLDS.
· Perform user acceptance testing of data load modification and execution to ensure that the data loaded into the MSLDS meets the documented business requirements.
· Assist in developing procedures for data integrity and constraints that ensure receipt of quality data and appropriate statistical use of information.
· Work closely with DTMB Agency Services staff on regular application maintenance and support functions, including ongoing monitoring of the MSLDS.   
· Work with other CEPI personnel and Agency Services project teams in the research, planning, development, and implementation of significant enhancements to the MSLDS. 


	Duty 3
General Summary of Duty 3	% of Time	   20

Provide user support, documentation and training on the use of data and the MSLDS for business and technical users.

	Individual tasks related to the duty.
· Perform maintenance of a comprehensive data dictionary for use by MSLDS customers.  
· Ensure that metadata are complete, up-to-date, in a standard form, and readily available for use by MSLDS customers.
· Develop, edit, and maintain data use manuals including complex scenarios for data input and outputs to support data refreshment cycles.
· Assist in developing and maintaining data resource management, access, and use policies and procedures, including procedures for authorized use of data, and address needed confidentiality.
· Provide consulting and training services, where appropriate, on data use and interpretation and tool use.
· Provide user support (ISDs, districts, schools, state agencies, researchers, etc.) for the appropriate use of business intelligence and reporting tools related to the creation of standard reports, customized data imports, exports, and ad-hoc queries of the MSLDS, in order to provide meaningful information to education policymakers and comply with federal and state reporting requirements.


	Duty 4
General Summary of Duty 4	% of Time	  5

Other duties as assigned.

Individual tasks related to the duty.



	Duty 5
General Summary of Duty 5	% of Time		


	Individual tasks related to the duty.
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	16.	Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.
In accordance with the policies and procedures relating to the design, development, documentation, integration, analysis and reporting of longitudinal education data, the analyst is authorized to use independent analytical and problem-solving skills to resolve stakeholder issues.

Present process, policy and procedure recommendations to Data Integrity and Reporting unit supervisor in order to achieve greater efficiencies and effectiveness toward the success of agency goals. 

		17.	Describe the types of decisions that require your supervisor’s review.
The Data Integrity and Reporting unit supervisor will approve all policy or procedural changes, in accordance with agency standards.  Any deviations from recognized processes, policies and/or procedures should be brought to the supervisor’s attention prior to implementation.  Decisions related to MSLDS design changes must be approved by the supervisor prior to implementation.

		18.	What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Standard office environment.

	19.	List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	My responsibility for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		Train employees in the work.

		21.	I certify that the above answers are my own and are accurate and complete.
 		 		
	Signature			Date


NOTE:  Make a copy of this form for your records.
	
TO BE COMPLETED BY DIRECT SUPERVISOR
	22.	Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?

Prepared by management.

		23.	What are the essential duties of this position?

· Provide analytical and reporting services in support of day-to-day operations of the Data Integrity and Reporting unit, focusing on activities that provide quantitative answers to policy questions for decision-making purposes. Activities primarily include collecting detailed business requirements and developing and executing procedures to create reports, summary data, data marts, dashboards or scorecards.

· Assist in the design, development, implementation, operation and maintenance of the MSLDS.  Work with Data Integrity and Reporting unit managers and other stakeholders to establish standards, policies, procedures and protocols for the integration, enhancement and reporting of complex, multi-agency longitudinal educational data. Includes performing quality assurance and control activities, including creation and ongoing review of reporting models and tools to ensure consistent quality and accurate data.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.

New position.

		25.	What is the function of the work area and how does this position fit into that function?
The Center for Educational Performance and Information is charged with being the single electronic repository of pre-K through postsecondary public school data for the state of Michigan.  It is authorized to coordinate, facilitate, expedite, and manage the collection and dissemination of educational data.  CEPI objectives include:
· Conduct longitudinal analysis emanating from the core data sets.
· Direct and clarify student achievement, personnel, and finance collection efforts by other departments.
· Provide technical support and information analysis to those conducting research on public education. 
· Conduct studies and prepare reports that create better policy. Manage federal research and data collection projects.

The position supports the implementation of the above goals and most prominently is responsible for creating reports, data marts, dashboards, queries and analytical data sets for use in the efficient analysis and reporting of educational data. 


		26.	In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:
Possession of a bachelor’s degree in any major.

Preferred concentration of college courses in statistical theory, logic, data science and analytics, as well as database design and modeling desired.  

	EXPERIENCE:
No specific type or amount is required.

Preferred experience in the development, enhancement, and maintenance of complex data sets/systems desired.

Alternate Education and Experience Departmental Analyst 9 - 12 
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.


	KNOWLEDGE, SKILLS, AND ABILITIES:
· Ability to utilize large complex, relational databases and experience connecting data longitudinally desired.  
· Ability to apply critical thinking methods to ask the right questions to solve business problems. 
· Ability to analyze data and produce custom reports or answer questions using data.
· Ability to communicate complex analytical findings to non-technical stakeholders clearly through data storytelling.
· Ability to organize, analyze and assess data quality including data cleansing identification of inaccurate, duplicate or incomplete data for accuracy.
· Knowledge and experience working with SAS Enterprise Guide; other reporting tool designs/models and business intelligence tools; metadata; experience with web portal and dashboards; understanding of web technologies leveraging Azure infrastructure; and/or report generation with reporting writing tools such as MS Power BI, etc. are highly desirable.
· Knowledge and experience in data use tools/methods are highly desirable in: 
· Cloud-based data analysis tools such as Azure Synapse Analytics.
· Extract, Transform and Load (ETL) processes to perform data validation on transformed data.
· Database(s) data retrieval methods such as Structured Query Language (SQL)
· Python for complex data cleaning, manipulation and predictive modeling.
· Microsoft Excel for analysis, pivot tables/graphs and organizing datasets.
· Ability to organize, evaluate and prepare documentation and reports in relation to complex, interrelated, and interdependent data systems.
· Ability to communicate with stakeholders such as program office analysts, researchers, and other data users.
· Knowledge and experience in leveraging statistics as applied to linear regression, probability and standard deviation to identify trends.
· Ability to design data visualization within dashboards and scorecards with MS Power BI being highly desired. 
· Knowledge of Application Programming Interfaces (API).
· Knowledge of JSON and/or JSON-LD
· Ability to interpret laws, rules, and regulations as they relate to system and reporting requirements.  
· Ability to apply ethical data handling by adhering to privacy regulations.




	CERTIFICATES, LICENSES, REGISTRATIONS:


	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

		27.	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		28.	Indicate any exceptions or additions to the statements of the employee(s) or supervisor.


		29.	I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority’s Signature			Date
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