
 
 

JOB DESCRIPTION 
 
POSITION TITLE: Research Data Analyst  FLSA STATUS:  Exempt 
DIVISION:   Head Start    PAY GRADE:  8 
HIRING RANGE:  $16.24 - $20.30 per hour 
WORK HOURS:     8:00 a.m. – 5:00 p.m., 80 bi-weekly, requires evenings and weekends 
 
LOCATION:  Cincinnati-Hamilton County Community Action Agency (C-HCCAA) 
   1740 Langdon Farm Road, Cincinnati, Ohio  45237 
 
POSITION SUMMARY:  
To manage, develop, disseminate, and implement Head Start/Early Head Start data systems and processes to 
ensure data is collected, accurate, analyzed and disseminated to all appropriate staff.  To ensure data is 
utilized to create data driven strategic plans for the HS/EHS program, and all mandated reporting is completed 
and submitted in a timely manner. 
 
ESSENTIAL JOB FUNCTIONS: 
Under General Supervision: 

1. Manages the electronic record-keeping, collection, evaluating, reporting process, and produces 
reports for Head Start/Early Head Start management, including delegates, based on grantee-wide 
data collection.   

2. Manages the completion of the Community Assessment and other data as required to determine 
program design, options, recruitment efforts, enrollment guidelines and boundaries, and for future 
program planning. 

3. Provides direct supervision and support for the Information Officer and Data Technician. 
4. Ensure training and technical assistance support is provided on all Head Start/Early Head Start 

data systems. 
5. Ensures the timely submission of all reports to regional office and other local, state, and federal 

agencies as required. 
6. Manage the development and implementation of automated processes and databases for the 

information currently collected and information that may need to be collected in the future. 
7. Provides and/or initiates planning projects to enhance or modify services designed to improve 

outcomes for children and families. 
8. Participates in the interviewing process to fill all vacancies in their department. 
9. Provides Grantee-wide status reporting for all Head Start/Early Head Start data bases including, but 

not limited to, enrollment, compliance, credentials of staff, outcomes for children and families, and 
monitors the accuracy of all data collected. 

10. Liaison to Child Plus 
11. Ensures in the facilitation an coordination of the monthly Child Plus users group 
12. Provides ongoing communication to parents on status of enrollment, compliance and other 

information pertinent to Head Start/Early Head Start families. 
13. Program reports (PIR, ADA, and Program Updates) submitted in a timely manner to the appropriate 

the Data/Records Manager. 
14. Collect and analyze pertinent program data for dissemination to the programs to make program 

improvements. 
15. Assist with Community Assessment and other data collection projects 
16. Collect, analyze and report on Parent Interest Questionnaires and other surveys as needed. 
17. Ensure collection of data into the electronic filling system. 
18. Identifies, assesses, analyzes, and mitigates risk in the service delivery system. 



19. Manages assigned duties with high quality service and confidentiality for the Early Head Start and 
Early Head Start children and families. 

20. Maintains a level of good attendance. 
 

This list of job functions contains the essential functions of the job only.   
Other duties may be assigned as necessary. 

 
QUALIFICATIONS AND REQUIREMENTS: 
The incumbent must have: 

1. A Bachelors degree in Computer Technology, Education, Early Childhood Education, Public 
Administration, Social Work, Psychology, or related field, from an accredited college or university, along 
with training and facilitation experience in same. 

2. Requires knowledge and experience in Head Start data collection and information processes and 
systems along with general knowledge of Head Start performance standards, philosophy, and mission 
typically gained by employment in a Head Start Environment with three (3) years data technology or 
electronic record keeping experience. 

3. Broad based knowledge and experience in computer applications and systems.  For example; 
database, spread sheet, word processing, power-point, internet etc. 

4. Demonstrated training skills, ability to provide presentations to small and large groups. 
5. Excellent verbal and written communication skills. 
6. Proficient computer experience in Microsoft Office applications.   
7. Experience working with diverse populations, including low to moderate-income families.   
8. Ability to multi-task and prioritize duties required.   
9. Flexibility to accommodate both planned and unplanned travel, to and from C-HCCAA or 

meeting/conference locations, including overnight and/or out of town travel. 
 
WORK ENVIRONMENT AND PHYSICAL DEMANDS:  
The work environment and physical demands described here are representative of those required by an 
employee to perform the essential functions of this job with or without reasonable accommodations. 
 
Work environment: 
Includes both a typical office environment, with minimal exposure to excessive noise or adverse environmental 
issues, and exposure to heat, cold, inclement weather conditions, and occasional environmental hazards. 
 
Physical demands: 
Ability to meet the following physical requirements with or without reasonable accommodation: 

a. Use hands to manipulate, handle, feel, and control items or equipment; 
b. Talk and hear; 
c. See and be able to read, write, and interpret written documents;  
d. Effectively communicate with the public; 
e. Lift and move objects weighing up to 15 pounds. 

 
ORGANIZATIONAL STRUCTURE: 
Reports to: Admissions Manager 
Manages: None  
 
Cincinnati-Hamilton County Community Action Agency is an Equal Opportunity Employer. The 
Functions, Qualifications, Requirements and Physical Demands listed in this job description represent the 
essential functions of the job, which the incumbent must be able to perform either with or without reasonable 
accommodation. The listed Job Functions do not necessarily include all activities that the incumbent may 
perform.  


