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917-191-5731-700	Brianna Pierce	
Board of State and Community Corrections (BSCC)
Duty Statement


	Classification:
	Research Data Analyst II

	Position Number:
	917-191-5731-701

	Division:
	Research Unit

	Incumbent:
	VACANT



SECTION A: GENERAL DESCRIPTION

Under general direction of the Research Data Supervisor II (RDSup II), the Research Data Analyst II (RDA II) is a member of the Research unit responsible for supporting the lead staff over the evaluation of criminal and juvenile justice grant and pilot programs, special research projects, and the collection and analysis of data from local community corrections agencies. The incumbent will be teamed on evaluation projects for grant-funded criminal justice related programs. The data collection, standardization, cleaning, and validation of data in support of the Board of State and Community Corrections grant programs are the core skillset areas of this position. This position requires data analytics software skills, detail and eye for accuracy, flexibility and teamwork communication, as well as completed staff work, including the ability to meet timelines and deadlines.

This position works in conjunction with Research Data Specialists (RDSs). They will also work with Field Representatives from Corrections Planning and Grant Programs (CPGP), Facilities Standards and Operations (FSO), Standards and Training for Corrections (STC) and the County Facilities Construction (CFC) when gathering, validating, and cleaning data. 

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 Task

	50%
	
	
Provide support to lead staff related to planning and conducting specialized research projects, complex studies, and data collection projects, including any associated statistical analyses, to address BSCC’s data collection, data reporting, and research mandates and questions posed by various entities (e.g., management, legislative bodies). Prepare technical reports and support recommendations to management based on findings. Implement the dissemination and technical assistance on a wide variety of large-scale surveys, collect and subset data as required by lead staff.  Use of SAS/SAS Enterprise Guide , SPSS, R, Tableau, Atlas Ti, Qualtrics and Excel may be required to accomplish these projects.


	30%
	
	In conjunction with lead staff and utilizing guidance and procedures from the Research Unit: design, develop, and document methodologies to collect and clean, standardize and validate, the data used to evaluate program-wide and project-specific outcome results for grant programs, pilot programs, or other projects. Provide technical assistance to local program data reporters regarding issues related to data submission, data collection, evaluation of outcomes, and support lead staff during preliminary and final local evaluation reports. Technical assistance may include some or all: preparing collection materials, preparing training materials, providing training, providing support and assistance with research design to RDSs, and assisting with tracking and organizing the identification, development, and coordination of resources (external or internal). This includes, defining necessary data elements, developing data dictionaries and procedures, and supporting collaborative efforts. Incumbent will review, interpret, and analyze data from grantee and program reports (progress, preliminary, and final) and provide interpretation to the research project team lead specialist and assigned field representative. May also assist in identification of points of comparison between programs and make recommendations to lead RDS for data correlation and/or contrast. Assists in preparation and draft of written materials/reports for the BSCC, state legislature, grantees, and stakeholders on the program-wide outcomes of grant fund investments. Assist in the presentation of data.



	15%
	
	Participate in meetings, trainings, and steering committee, stakeholder, and staff orientations, trainings, and technical assistance meetings; provide assistance and back up during rater trainings. Adhere to all data dissemination related confidentiality requirements, answer data questions from professional organizations related to criminal and juvenile justice data issues. Support and assist in the data related work of the Research Team and the four BSCC divisions. Analyze and appropriately respond to information requests for data from internal staff and external stakeholders. Support and maintain data dashboards when required. 



SECTION C: NON-ESSENTIAL FUNCTIONS

5% AS NEEDED

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.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

[bookmark: _Hlk522264980]Knowledge of: Principles and procedures of research planning, design, methodology; research methods and techniques; experimental design procedures; planning studies and investigations; trend analysis procedures; principles and concepts appropriate to data and research techniques and methodologies; survey methods and analytic techniques; project management principles in order to design projects (e.g., define schedules, tasks, milestone, deliverables); data analysis methods and techniques including gathering and collection of structured and unstructured data, practices required to ensure and maintain data security, including securely transmitting confidential data; broad principles of algorithms, data structures, and data management; statistical techniques to analyze numerical data including advanced mathematical techniques and descriptive statistical analysis techniques and methods; utilization of statistical software programs; statistical and other methods used in the analysis; software to prepare spreadsheet summaries, reports, charts, and tables; time management techniques to provide for efficient prioritization and completion of projects and assignments; problem solving techniques and processes to facilitate the identification and resolution of issues related to the completion of work assignments. 

Ability to: work closely with other research staff to help design and carry out a complex research project and/or validation study; apply research methods and principles to research problems of an applied nature, specific to grantee data reporting; identify required data and information needed, identify errors in data reported and missing data; identify data needs for more complex analyses and evaluate adequacy of existing data to meet these needs; research, gather, compile, and analyze structured and unstructured data; develop procedures for collection and integration of data sources; design and test database structures for storage and manipulation; access and process data located on databases, servers, and/or desktop computers; develop documents related to data processing and analysis procedures for research projects and assignments to be used as a future resource; speak and write effectively; communicate effectively both orally and in writing to individuals and groups; establish and maintain cooperative relationships with others, and with stakeholders; communicate with internal and external stakeholders with diplomacy and tact; manage a workload consisting of multiple projects and assignments; and complete work under regular timelines to meet project objectives and deadlines.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

Under minimal guidance, makes decisions on projects and reports to supervisor and project lead when completed; responsible for designing, planning and conducting data for research and data collection projects to address the Research Team’s responsibilities and questions posed by various entities (e.g., management, legislative bodies).

SECTION G: PERSONAL CONTACT

The RDA II will have general contact with internal staff, including Field Representatives, and external stakeholders, including high-level county officials and members of the public. 

SECTION H: WORK ENVIRONMENT

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
	
	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 a provided a copy of this duty statement to the employee named above.

_______________________________________________	_____________________
Supervisor’s Signature						Date




