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	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

		2.	Employee’s Name (Last, First, M.I.)
	8. 		Department/Agency

	

	
DTMB-State Budget Office

		3. 	Employee Identification Number
	9. 		Bureau (Institution, Board, or Commission)

	
	
Center for Educational Performance and Information

		4. 	Civil Service Position Code Description

	10.		Division

	
Departmental Analyst 9-11
	
Office of Integration and Support

		5. 	Working Title (What the agency calls the position)

	11. 		Section

	
Data Collection Analyst
	

		6. 	Name and Position Code Description of Direct Supervisor

	12.		Unit


	
Joel Thiele, State Administrative Manager 15

	


	7. 	Name and Position Code Description of Second Level Supervisor
	13.		Work Location (City and Address)/Hours of Work

	
Trina Anderson, State Division Administrator 17

	
MI Library,702 W. Kalamazoo St., Lansing, MI
Monday-Friday, 8 A.M. - 5 P.M.

		14.	General Summary of Function/Purpose of Position

	
The analyst performs a full range of professional research and analysis assignments in support of the Center for Educational Performance and Information (CEPI) applications; including those related to student, school, educational personnel and financial data. Additional focus is placed on interagency communication and planning for providing data which is meaningful for analysis and policymaking for the programs and the schools they serve.

The analyst evaluates data collection processes and makes system recommendations that affect data collection, analysis, and reporting used to meet federal, state and local agency needs and requirements. As a key member of the Data Systems Team, the analyst develops collection documentation and business rules, perform research and analysis, and provide customer support and training related to CEPI's applications and relational database system. The work requires a thorough knowledge of agency applications, processes, and procedures. The ideal candidate will be highly organized, possess a focus on detail, and will have excellent oral and written communication skills in order to effectively provide a professional level of service to all stakeholders. 

		15.	Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
		List the duties 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	 40	

Data System Maintenance:  As a member of the Data Systems Team, responsible for the acquisition and analysis of data through CEPI’s data systems, including day-to-day operations and maintenance. Support and document the reporting of collected data through CEPI’s LDS and Portal systems.

	Individual tasks related to the duty.
· Work closely with other Data Systems Team members and Agency Services staff on regular application maintenance and support functions, including ongoing monitoring of CEPI applications and the research, collection, consolidation, analysis and maintenance of data necessary to meet program reporting and evaluation requirements.  
· Provide subject matter expertise to fellow CEPI staff as collected data moves from collection applications to the LDS system, and to the MISchoolData portal, working with internal staff and external stakeholders to ensure clarity of data documentation and reporting.
· Continuously analyze data collection processes, policies, and issues related to business needs and technical functionality.  Identify and recommend changes and enhancements to CEPI applications and work with the Data Systems Team, area manager and educational stakeholder groups to gain approval and support, and facilitate implementation efforts.
· Work with other CEPI personnel and Agency Services project teams in the research, planning, development, and implementation of significant enhancements or rewrites of existing applications.  
· Perform critical quality assurance and user acceptance testing for CEPI’s data collection and review applications in advance of periodic data collection and review cycles.
· Perform quality data audits and follow-up with school districts and other stakeholders as needed.  Perform specialty-area audits and reports for data stakeholder as assigned.
· Work with project teams that propose, develop and prepare policy materials, operations manuals, and supporting instructions across CEPI operations, following data from collection to reporting.


	Duty 2
General Summary of Duty 2	% of Time	 40	

Data Definition and Stakeholder Engagement:  As a member of the Data Systems Team, develop business rules, functionality, data elements and system reports necessary to respond to changing reporting requirements. Facilitate communication and understanding among data stakeholders, both internal to CEPI and external, related to the definitions, structures and use of common data.  

	Individual tasks related to the duty.
· Assist in fostering strong strategic relationships with other CEPI units, partner agencies, education stakeholders and data users.    
· Suggest, plan, analyze, and prepare reports and correspondence related to CEPI applications and educational data to ensure accurate, timely and effective communication with stakeholders. 
· Assist portal team members in requirements gathering, report design, documentation and support of data as it is reported on the MISchoolData portal.
· Assist in communicating changing data collection needs of state agencies (including Department of Education program offices), emerging processes and efficiencies with all stakeholders. Work with Data Systems Team members to monitor and administer CEPI user listserv groups.
· Participate in feedback and continuous improvement activities both within CEPI, and with various state agencies, local school data administrators, LEAs, ISDs, PSAs, grantees, and interested public participants.
· Analyze data collection processes, policies, and issues related to the business needs and technical functionality of CEPI's core applications. Make recommendations for improvements, and assist in implementation efforts. Assist in the communication of emerging processes and efficiencies with all stakeholders, both internal and external.
· Research, collect, consolidate, analyze and maintain program and stakeholder information necessary to determine collection business rules, program reporting and data quality requirements. Work with other Data Systems Team members to analyze and maintain the field-by-field validation and quality check processes.
· Facilitate the communication and coordination of the changing data needs for state agencies, including Department of Education program offices.  Work closely with inter-agency workgroups that identify the need to introduce new data elements or revise existing ones, and support implementation plans. Ensure that collection changes are communicated to CEPI’s other teams in a timely manner.
· Suggest, plan, analyze, and prepare reports and correspondence related to CEPI’s applications. Assist with the preparation of reports and correspondence for other agencies as needed to ensure accurate, timely and effective communication.
· Resolve stakeholder issues by utilizing independent analysis and problem-solving skills.  As needed, assign requests to other CEPI or Agency Services staff for additional research and resolution.






	
Duty 3
General Summary of Duty 3	% of Time	 15	

Customer Support:  As assigned, serves as subject matter lead on the operations, business rules and functionality of CEPI applications. Provides assistance to all other CEPI Teams as needed. Provide support and training to application users, stakeholders and partner agency personnel. Represents CEPI at seminars, conferences, training events, professional associations and referent group meetings as assigned.

	Individual tasks related to the duty.
· Utilize independent analysis and problem-solving skills to research and resolve customer support inquiries escalated from the Customer Support Team from schools, state agencies, education associations and others seeking information or assistance. 
· Develop and maintain knowledge of additional resources such as Web sites, documentation and content or policy experts, as well as other CEPI resources. As needed, assign requests to other CEPI or Agency Services staff for additional research and resolution.
· Participate in the CEPI data quality process for CEPI applications as assigned to determine expected data parameters, identify data anomalies and to provide feedback to submitting districts to improve data quality.
· Assist in developing, analyzing and maintaining training and support materials, including user manuals, data field descriptions, FAQs, file layouts, and other supporting materials to be published by both the collections team, and on the MISchoolData portal.  Assist in developing and conducting training sessions with Help Desk staff and education stakeholders.
· Assist in formulating communications with school districts, ISDs, LEAs, PSAs, education associations and other entities that rely on CEPI for data submission and reporting needs.
· Continuously analyze and interpret new versions of data manuals, frequently asked questions (FAQs), file layouts, and other materials in support of the CEPI student data applications.
· Develop, analyze and maintain training and user support materials, including user manuals, data field descriptions, FAQs, file layouts, and other documentation.  
· Develop and conduct effective trainings and presentations to a variety of audiences, (including application users, data stakeholders, professional organizations and the general public); employ a range of modalities appropriate to the audience, venue and available resources.


	Duty 4

General Summary of Duty 4	% of Time	 5	

Other duties as assigned.

	Individual tasks related to the duty.
· Other duties as assigned.
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.

In accordance with the processes, policies and procedures relating to the collection, research, analysis, reporting and customer support of CEPI data, the individual is authorized to use independent analytical and problem-solving skills to resolve stakeholder issues.

The individual will also present process, policy and procedure recommendations the area manager in order to achieve greater efficiencies and effectiveness toward the success of agency goals.


		17.	Describe the types of decisions that require the supervisor’s review.

The manager should review all final process, policy, and procedure recommendations as well as any controversial or sensitive information.


		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.

Standard office setting.


		19.	List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees 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.	This position’s responsibilities 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.



	
	22.		Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?

Prepared by management.

		23.	What are the essential functions of this position?

Providing professional research, analysis, and customer support services with CEPI educational data applications to ensure successful achievement of CEPI agency goals, including compliance with federal and state requirements.



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


Position is being downgraded from DA 12 to DA 9-P11 for recruiting purposes.

		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 authorized to coordinate, facilitate, expedite, and manage the collection and dissemination of all educational data.  It is charged with creating a single repository of reusable data; conducting longitudinal analysis emanating from the core data sets; directing and clarifying student achievement, personnel and finance collection efforts by other departments; providing technical support and information analysis to those conducting research on public education; conducting studies and preparing reports that create better policy; and managing federal research and data collection projects.

This position supports the implementation of the above.



		26.	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.

	EXPERIENCE:
Departmental Analyst 9 
No specific type or amount is required. 

Departmental Analyst 10 
One year of professional experience. 

Departmental Analyst P11 
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Ability to analyze, synthesize and evaluate a variety of data for use in program development and analysis.  
· Ability to establish program procedures, policies, or guidelines and relate them to agency objectives.  
· Ability to interpret laws, rules, and regulations relative to the work. 
· Excellent oral and written communication skills, with ability to build positive and professional working relationships with other agencies and education stakeholders.  
· Demonstration of strong organizational capabilities with a focus on detail.



	CERTIFICATES, LICENSES, REGISTRATIONS:


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

	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

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


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

	TO BE FILLED OUT BY EMPLOYEE

		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.
		 		
	Employee’s Signature			Date


NOTE:  Make a copy of this form for your records.
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