
COLLEGE OF CENTRAL FLORIDA
.IOB DESCRIPTION

JOB TITLE:
INSTITUTIONAL RESEARCH ANALYST
PAY GRADE:
P-10


OVERTIME STATUS:
EXEMPT
MAJOR RESPONSIBLITIES:
 Perform and/or supervise the entry and submission of data to meet submission requirements.  Manage the reporting process to insure that reporting deadlines are met.  Create new or modify existing computer programs for the purpose of extracting data from a database on request.  Respond to ad hoc requests for data.  Review data and data handling procedures to maintain/improve data quality. 

PREREQUISITES FOR POSITION (Qualification Standards):

I.
Education or training:  Bachelor’s degree required.  Work experience in related area may be substituted on a year-for-year basis for the required education.  

2.
Years of experience in field: Two years work experience involving the use of a computer to enter, access, or analyze data is required.  

3.
Special skills or abilities related to position: Demonstrated ability to work with people.  Proficiency in oral and written communications skills.  Ability to manage multiple tasks, and meet deadlines.  Good computer skills, including MS Office (especially Word and Excel), e-mail, Cognos, and SAS.   Understanding of manual filing methods and how data is stored and organized on computers.  

ESSENTIAL JOB FUNCTIONS:
1.
Serve as the official point-of-contact between the Florida Department of Education - Division of Accountability, Research, and Measurement (DARM) and College of Central Florida for all reporting to the Division.
2.
Attend the DARM Annual Reports Workshop and bimonthly MISATFOR meetings.

3.
Timely, complete and accurate response to state, federal and other data submission requirements.  

4.
Inform and educate college personnel about data reporting that will be required of them to meet reporting requirements.  

5.
Work with the college’s Computer Services department to coordinate the generation and electronic submission of data files to meet reporting requirements.
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ESSENTIAL JOB FUNCTIONS: (Continued):

6.
Create, modify and maintain SAS and other programs to meet reporting and research needs.
7.
Test programs by preparing sample data and applying to machine process.  Correct program errors by revising instructions or altering sequence of operations.

8.
Maintain SAS and other programs to take into account changes in procedures or types of reports desired.
9.
Identifying appropriate data elements from state data bases needed for research projects and data requests.
10.
Perform analyses of data and create summaries in narrative and/or graphic displays.
11.
Use of the Jenzabar computer system and data access/analysis software (Cognos Impromptu and SAS) as needed for investigating data problems and research.

12.
Understand the relationship between the DARM’s data bases and the college’s Jenzabar data base.

13.
Check reports and data files prior to submission to ensure completeness and accuracy.  Provide leadership for the maintenance and improvement of data integrity.
14.
Establish, maintain and manage storage of data files and electronic reports on network drives.
15.
Assist the Director of Institutional Effectiveness by performing data analyses, and other tasks that may be assigned.
16.
Perform other incidental tasks as assigned.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to use a computer keyboard and pointing device.

· Ability to drive a vehicle to various meeting locations within the state (must have a valid Florida driver’s license).

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment and travels throughout state as necessary to perform job duties.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Building I (Founders Hall), Ocala Campus

SUPERVISOR OF POSITION:

Director of Institutional Effectiveness

Reclassification 6-1-05


