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Classification Specification
	

	
	7303100

	
	DATA ADMINISTRATOR



Class Summary

Positions in this class administer and coordinate various functions associated with the development and maintenance, including system enhancements, of an automated information reporting system.  The responsibilities of this classification include providing direction to staff relative to data entry via personal computers and/or peripherals, participating in the design of system modifications and standard operating procedures, training end users, trouble-shooting system problems, responding to special requests for data, and participating in special project discussions as required.  

Distinguishing Characteristics

This is the first level of a two-level Data Administrator classification series.   Work assignments are performed according to well-defined instructions and operating procedures but with considerable independence. The primary focus of this class is distinguished from the Information Systems Professional classification in that incumbents are not responsible for the design and implementation of mainframe database systems.  It is distinguished from the Data Coordinator Specialist classification in that incumbents are not responsible for assembling, staging and verifying the accuracy of various multimedia resources and operating instructions for processing computer jobs or ensuring production deadlines. It is distinguished from the Computer Operator classification in that incumbents are not responsible for the operation and maintenance of mainframe and personal computer systems.

Examples of Duties (May vary by position)

1. Maintains and administers automated information systems, including information databases, and develops standard operating procedures.

2. Coordinates data entry functions, reviews input and related information documents, identifies and resolves data entry and information processing problems, and troubleshoots and provides recommendations to resolve system problems.

3. Trains staff in the use of on-line data entry equipment, microcomputers and other automated information system equipment and procedures, which includes developing training materials and schedules and conducting follow-up training to ensure staff is adequately trained to utilize the system.

4. Generates reports utilizing the information database, reviews formats and analyzes data to ensure information meets user needs; develops various database applications, i.e., schedules, ad hoc reports and queries; and compiles information requested by other divisions and departments.

5. Analyzes computer-generated information; makes recommendations with regard to format, modifications and report generation; and ensures all reports are properly generated and distributed.

6. Prepares user manuals and documents procedures for the information system as required; coordinates and develops customized user documentation and makes revisions whenever necessary.

7. Gathers information to provide assistance and expertise to divisions, departments and other departments in the procurement, design, development and implementation of automated information systems.  This includes developing the criteria for functional acceptance, as well as identifying and documenting requirements to be met by the proposed system.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

(The knowledge and skills are defined in broad terms.  The specific specialty for each position assignment can be defined during the recruitment process of this classification.)

Knowledge of automated information reporting systems
Knowledge of basic statistical concepts
Knowledge of computer information formatting principles and techniques
Skill in coordinating and scheduling automated information reporting systems
Skill in working within multiple software environments
Skill in evaluating and identifying skills levels of a wide variety of positions in order to provide the appropriate software/PC training
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Data Administrator and Supervising Data Administrator
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