
 
DATA MANAGEMENT SPECIALIST 

Position Description 

 

PRIMARY PURPOSE 

The Data Management Specialist provides administrative, data management, 
documentation, reporting, and compliance support for organizational programs. This 
position is responsible for administering organization-wide data management systems; 
maintaining accurate program records; ensuring data quality and compliance; preparing 
reports and grant documentation; and supporting program evaluation, outcome tracking, 
and reporting requirements. The Data Management Specialist ensures that participant 
information, program activities, and agency data are documented, organized, analyzed, 
and maintained in accordance with agency, grant, confidentiality, and data privacy 
requirements. 

 

DUTIES AND RESPONSIBILITIES 

• Enter participant information into designated databases, reporting platforms, and 
internal tracking systems accurately and in a timely manner. 

• Administer and maintain organization-wide data management systems, including 
data entry processes, user support, reporting functions, data quality controls, and 
system maintenance responsibilities. 

• Maintain accurate, organized, and confidential electronic and physical participant 
files. 

• Review participant documentation for completeness, accuracy, program eligibility, 
and compliance documentation. 

• Coordinate with Housing Care Coordinators and other organizational staff to obtain 
missing documents, updates, forms, and case information needed for reporting and 
compliance. 

• Track deadlines, reporting requirements, participant outcomes, service activities, 
performance measures, and grant-related documentation. 

• Assist organizational staff with establishing and maintaining data collection 
procedures, reporting requirements, documentation standards, and data 
management expectations. 
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• Analyze program data, participant outcomes, and performance measures to 
support program evaluation, continuous quality improvement efforts, funding 
requirements, and organizational planning. 

• Prepare reports, summaries, spreadsheets, dashboards, and program records as 
requested by the supervisor, Executive Director, funders, or grant requirements. 

• Provide technical assistance to staff regarding data collection, documentation 
standards, reporting requirements, and database usage. 

• Assist with training staff on data management procedures, documentation 
requirements, reporting systems, database functions, and best practices for data 
entry and recordkeeping. 

• Assist with preparing outreach materials, mailings, forms, brochures, and program 
communications as needed. 

• Maintain a working knowledge of applicable program, agency, grant, confidentiality, 
and data privacy requirements. 

• Complete required data privacy, compliance, database, and program-related 
trainings. 

• Attend approved meetings, trainings, seminars, and conferences as required. 

• Perform all other administrative duties as assigned by the supervisor and/or 
Executive Director. 

 

SKILLS/KNOWLEDGE REQUIRED 

• Associate or bachelor's degree in a related field such as: business administration, 
office administration, public administration, social services administration, 
computer information systems or related field preferred. 

• Equivalent work experience in data entry and database administration, record-
keeping and compliance, reporting and data analysis, administrative support and 
file management, Microsoft office and spreadsheet systems may be considered. 

• Strong attention to detail, accuracy, organization, and follow-through. 

• Experience with data entry, database administration, file management, reporting 
systems, spreadsheets, and administrative recordkeeping required. 

• Previous experience training staff on data management systems, data 
administration, data entry procedures, reporting requirements, and documentation 
standards is strongly desired. 

• Experience collecting, analyzing, interpreting, and reporting program data and 
participant outcomes strongly preferred. 
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• Proficiency with Microsoft Office programs and the ability to learn and administer 
required reporting systems, databases, and data management platforms. 

• Ability to manage multiple deadlines, maintain confidential records, and produce 
accurate work under time constraints. 

• Strong written communication skills and ability to prepare clear reports, 
correspondence, forms, data summaries, and documentation. 

• Ability to communicate and work professionally with participants, co-workers, 
funders, vendors, service providers, and community partners. 

• Ability to make sound decisions within the scope of the position guided by 
NWICDC’s mission, policies, Anishinaabe worldview and program requirements. 
Understanding of Indigenous practices, values, and ways of knowing, or a 
willingness to learn and respectfully incorporate them into service delivery. 

• Must possess a valid driver's license, maintain current automobile liability 
insurance, and be eligible for coverage under NWICDC's vehicle insurance policy if 
travel is required. 

• Pass a criminal background check. 

• Pass a pre-employment drug screen. 

 

$24-$28 per hour DOQ 

Part-Time Position  

DISCLAIMER:  

The information presented indicates the general nature and level of work expected of 
employees in this classification.  It is not designed to contain, or to be interpreted as a 
comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this position nor is it to be considered an offer of 
employment.   

 

 

Data Management Specialist                                                                                      Date 

 

 

Executive Director                                                                                                             Date 


