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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

	
	DHHS Central Office

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

	
	Compliance and Data Governance Bureau

		4.Civil Service Position Code Description

	10.	Division

	Departmental Analyst 12
	Security and Data Governance

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

	11.	Section

	Data Governance Lead Analyst
	Data Governance

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	ENGMAN, CHRISTINA J; STATE ADMINISTRATIVE MANAGER-1 15
	

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

	BOWEN, JAMES R; STATE DIVISION ADMINISTRATOR 17
	235 S. Grand, Lansing, MI / M-F, 8:00 AM – 5:00 PM

		14.	General Summary of Function/Purpose of Position

	This Data Governance (DG) Senior Analyst develops and maintain the criteria needed to analyze the business and technical requirements needed to create a comprehensive strategy and plan to meet the organization’s Data Governance needs. This position is responsible for assessing, designing, and implementing Data Governance solutions and services aligned with enterprise and agency strategic goals and objectives based on industry best practices. This position supports ongoing DG operations and recommends modifications to program components to incorporate industry standards and best practices. This role creates Data Governance (DG) project charters, lead DG implementations, lead organizational design and change management, and creates a data-driven culture that treats data as a strategic asset. This position requires an understanding of the relationship between Data Quality and Data Management disciplines and their positive impact to MDHHS programs through coordination with Data Stewards. Responsibilities will include supporting the organization by prioritizing the development and documentation of Data Governance programs and strategies. This role also builds out the DG library of reusable assets and methodologies and is responsible for the implementation of DG standards and processes at the program data level. Training, coaching, change management, and mentoring skills are required to mentor internal and external staff. 

		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	30	
As the Data Governance Senior Analyst, provides recommendations to Compliance and Data Governance management around Data Governance principles including strategy development, data quality management, and mentoring MDHHS staff on implementation of a Data Governance program.

	Individual tasks related to the duty.
· Develop and provide training materials to educate MDHHS Staff with implementation of Data Governance standards and processes.
· Identify business opportunities and develop plans for initiatives that will maximize the value of the Department's data as a strategic asset while minimizing data-related risk. Recommend how Data Governance can provide services to fill MDHHS program data needs to management team.
· Recommend Data Governance program considerations related to emerging industry Data Governance best practices to management team.
· Recommend Data Governance changes to management in response to emerging MDHHS strategic needs and advancing technological capabilities.
· Provide key participation in planning and policy development for Data Governance program evolution.
· Lead the development of Data Governance policies, standards, and procedures.
· Continuously monitor for relevant national, state, and regional Data Governance initiatives.




	
Duty 2
General Summary of Duty 2	% of Time	30	
This position leads MDHHS Data Stewards to mature Data Governance capabilities within program areas.


	Individual tasks related to the duty.
· Lead the design, development and implementation of data governance processes and workflows related to business glossary, metadata, and data profiling.
· Establish and report on metrics for monitoring compliance with data governance policies, standards, and procedures
· Develop and lead the delivery of data management-related training in support of the ongoing Data Literacy of MDHHS Data Stewards.
· Serve as a liaison to MDHHS Data Stewards in implementing Data Governance-related deliverables and processes throughout the Department. 
· Implement a department-wide data quality framework to provide Data Quality Plan development, root-cause analysis and remediation, and data quality assessment support.

· Support MDHHS business programs with ensuring IT system design implements strong data quality controls and supports onboarding to the enterprise data governance platform.
· Schedule and facilitate working group sessions, including task monitoring and follow-up.
· Plan for and support the ongoing maturation of the Data Governance Program across the Department.
· Oversee and document lessons learned from Data Governance-related projects.




	
Duty 3
General Summary of Duty 3	% of Time	30	
The Data Governance Lead Analyst will be responsible for establishing frameworks, templates, and tools for implementing Data Governance as a routine practice within MDHHS.


	Individual tasks related to the duty.
· Establish a Data Governance Framework and Roadmap by applying Industry Best Practices to help accelerate the Data Governance Program Implementation. 
· Design and implement Data Governance initiatives in response to data-related issues, needs, and opportunities from stakeholders. 
· Determine the exact data to be used related to indicators of performance and quality metrics for data related policies, standards, roles and responsibilities, and adoption requirements. 
· Develop, manage, and track the Communication/Change Management Plan related to program-level adoption of Data Governance policies, standards, and procedures.
· Define indicators of performance and quality metrics for data related policies, standards, roles and responsibilities, and adoption requirements.
· Develop, document, and communicate the Data Governance Business Glossary (Standard Business Definitions for Key Concepts and Terms).


	Duty 6
General Summary of Duty 4	% of Time	10	 
Other duties as assigned.

	Individual tasks related to the duty.
· Completes other duties as assigned in a timely manner.
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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.
This position will routinely make independent strategic and planning decisions required to meet goals and milestones set forth by the Executive Steering Committee in support of the MDHHS Data Governance program. This position will decide the priority of executing key aspects of the Data Governance development plan after integrating priorities set by the Executive Steering Committee with the program level needs evaluated in collaboration with the Data Stewards. This position will regularly interact with MDHHS program-specific data stewards to provide consultation related to implementing Data Governance best practices and complying with MDHHS policies and standards, deciding whether planned implementation of DG practices within the MDHHS programs satisfy the requirements of the Data Governance program. This position must independently prioritize Data Governance plan implementation in order to maintain momentum in developing and maturing the Data Governance program. The described decisions may impact MDHHS programs’ operational resources, data use decisions, and systems where the Data Steward and Senior Analyst have determined changes are needed in order to accommodate compliance with the Data Governance program.

		17.	Describe the types of decisions that require the supervisor’s review.
Decisions will require supervisor review when the impact of the decision will extend beyond the specific program area of a data steward or stakeholder, or the results of the decision may deviate from the overall strategy as set forth by the Data Governance Executive Steering Committee. 

		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.
Most of the work is performed in an office setting and requires use of computer equipment at least 75% of the time. There will be some travel for on-site visits, meetings, and attending seminars as appropriate.

		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?
This Data Governance (DG) Senior Analyst develops and maintain the criteria needed to analyze the business and technical requirements needed to create a comprehensive strategy and plan to meet the organization’s Data Governance needs. This position is responsible for assessing, designing, and implementing Data Governance solutions and services aligned with enterprise and agency strategic goals and objectives based on industry best practices. This position supports ongoing DG operations and recommends modifications to program components to incorporate industry standards and best practices. This role creates Data Governance (DG) project charters, lead DG implementations, lead organizational design and change management, and creates a data-driven culture that treats data as a strategic asset. This position requires an understanding of the relationship between Data Quality and Data Management disciplines and their positive impact to MDHHS programs through coordination with Data Stewards. Responsibilities will include supporting the organization by prioritizing the development and documentation of Data Governance programs and strategies. This role also builds out the DG library of reusable assets and methodologies and is responsible for the implementation of DG standards and processes at the program data level. Training, coaching, change management, and mentoring skills are required to mentor internal and external staff. 


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

		25.	What is the function of the work area and how does this position fit into that function?
This Bureau is responsible for ensuring compliance across MDHHS with federal and state laws and regulations as well as departmental and State of Michigan policies, standards, and procedures. In addition, the Bureau is responsible for information privacy and security as well as Data Governance. This position supports the functions related to data governance program development and management and will work closely with program level data stewards to assist with implementing Data Governance policies and processes across the department.

		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:
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.

	KNOWLEDGE, SKILLS, AND ABILITIES:
As listed on the Civil Service Job Specification, in addition to: 
High attention to detail. 
Ability to handle multiple tasks simultaneously. 
Strong communication skills – both oral and written. 
Knowledge of Data Governance industry best practices. 
Knowledge of DAMA DMBOK concepts and domains.

The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect, and fairness.


	CERTIFICATES, LICENSES, REGISTRATIONS:
N/A

	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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