917-101-5731-704	VACANT			


[bookmark: _Hlk498002508]Board of State and Community Corrections (BSCC)
DUTY STATEMENT

	Classification:
	Research Data Analyst II

	Position Number:
	917-101-5731-704

	Division:
	In-Custody Death Review Division

	Location:
	Sacramento, CA



SECTION A: GENERAL DESCRIPTION 

Under the general direction of the Research Data Supervisor II (RDSup II), the Research Data Analyst I/II (RDA I/II) will perform basic research, data gathering, scheduled report maintenance, and statistical work to support the In-Custody Death Review (ICDR) division, utilizing structured and unstructured data from existing reports and resources. The RDA I/II accesses, updates, manages, and maintains applications and databases that focus on the reporting requirements of the ICDR division. The RDA I/II is also the technical support liaison and often communicates and coordinates with BSCC’s other divisions, law enforcement and corrections agencies, and the public.

This position works in conjunction with Research Data Specialists (RDSs) and fellow RDAs. They will also work with Field Representatives and other staff within the ICDR division, Facilities Standards and Operations (FSO) division, and the County Facilities Construction (CFC) division.

SECTION B: ESSENTIAL FUNCTIONS

The incumbent must have the ability to perform the following essential functions with or without reasonable accommodations:

	% of Time Spent
	Typical Tasks

	40%
	Maintain and update analytic databases containing information from departmental, local, State and federal agencies, non-governmental, and other sources to meet mandatory reporting requirements and/or to use in research projects. Coordinate data gathering processes with stakeholders (e.g., BSCC divisions, State departments, local jurisdictions, etc.) to ensure project objectives are met and maintain communication logs. Assist with the development and maintenance of data dashboards utilizing appropriate computer applications (Tableau, SAS, Smartsheet, etc.) to present data in a structured, professional, and interactive format to various stakeholders. Coordinate updates to the database workbooks and internal procedures manuals. Work closely with BSCC management and staff to update data applications and databases as necessary.


	35%
	Assist the RDSs to plan and design the approach and sequence of steps for the collection of data, interpretation of findings, and documentation and reporting of findings in a structured and professional format including the production of various research and statistical reports, data charts and tables. Analyze quantitative and qualitative data to address questions or concerns relevant to routine or ad hoc research studies. Assist in the gathering, compiling, editing, interpreting, and performing of complex analysis of internal and stakeholder databases and the designing of presentations effectively utilizing appropriate computer applications (Excel, Word, Access, Power Point, etc.) to extract data, link files, integrate and transfer data across applications, assessing accuracy, consistency, and quality of data, and maintain production guidelines and data histories.


	25%
	Respond to information requests for statistical data from internal staff and external stakeholders. Analyze requests and determine level of oversight required for approval/denial to release data and determine what support is necessary. Prepare draft written materials/documents to present the requested statistical data. Work with Information Technology (IT) staff, when necessary, to prepare data files including documentation for release to requestors such as Directors, the Governor’s Office, state stakeholders, program staff, other state departments and agencies, the Legislature, County stakeholders, and the public. 



SECTION C: NON-ESSENTIAL FUNCTIONS

NONE

SECTION D:  ADA REQUIREMENT

Alternatives will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act (ADA).

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

This classification is the entry, recruiting and developmental level for incumbents assigned duties and responsibilities developed via training:

Knowledge of: Research methods and techniques including planning of studies and investigations, statistical procedures, general principles, concepts and terminology used in research.

Ability to: Gather, compile, analyze and interpret data; prepare research and statistical reports; analyze written and numerical data regarding general governmental problems; speak and write effectively; reason logically and creatively and use a variety of analytical techniques to resolve or provide information regarding complex governmental and managerial problems; develop and evaluate alternatives; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of others.  

 
SECTION F: RESPONSIBILITY FOR DECISIONS
(CONSEQUENCE OF ERROR)

Responsible for maintaining and updating analytic databases containing information from departmental, local, State, and federal agencies, non-governmental, and other sources to meet mandatory reporting requirements and/or to use in routine or ad hoc research projects. Responsible for providing assistance in planning and designing the collection of data, interpretation of findings, and documentation and reporting of findings in a structured and professional format. Responsible for communication and coordination with data reporters, ensuring compliance of reporting requirements. Responsible for responding to requests for statistical data from internal and external stakeholders. 

SECTION G: PERSONAL CONTACT

The RDA I/II may have general contact with internal staff, including Field Representatives, and external stakeholders, including high-level county officials and members of the public. This contact may be in a more controlled setting from management and/or lead person.

SECTION H: WORK ENVIORNMENT

The incumbent will work in an office building in Sacramento, California. Incumbent must be able to travel as needed across California, and in rare cases, outside of California to attend meetings and events. Travel may include flying or driving and overnight stays. 

SECTION I: PHYSICAL REQUIREMENTS

	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	
	X
	

	Bending (neck/waist)
	
	
	X
	

	Squatting
	
	X
	
	

	Climbing stairs
	
	X
	
	

	Kneeling
	
	X
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	X
	
	

	Is repetitive use of hand(s) required?
	
	
	
	X

	Simple Grasping (R or L)
	
	
	X
	

	Power Grasping (R or L)
	X
	
	
	

	Fine Manipulation (R or L)
	
	
	X
	

	Pushing/Pulling (R or L)
	X
	
	
	

	Reaching (above/below shoulder level)
	
	X
	
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance:

Minimal: documents, minor equipment, luggage for travel, etc.



SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.


________________________________________	_____________________
Employee’s Signature					Date


I have discussed and provided a copy of this duty statement to the employee named above.


_______________________________________	_____________________
Supervisor’s Signature
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