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SUMMARY 

Under the direction of the COO, gathers and analyses data and information in support of the Office of Policy Analysis and Information and other programs as requested.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

· Supports Office of Policy Analysis and Information through data mining and warehousing and general information management of use to the Office, including responsibility for research portions of HACU’s website.

· Periodically provides support and assistance to departmental programs and activities.

· In collaboration with Government Relations, leads in updating background information for annual Legislative Agenda and supporting materials for Capitol Forum, including annually updated HSI list.

· Coordinates information support for programs, by compiling, data mining, data warehousing and updating information sources, such as HSI data from the Integrated Postsecondary Education Data System (IPEDS) of the Department of Education and the College Board Annual Survey of Colleges, as needed or requested.

· Maintains familiarity with and files on latest research on HSIs, Hispanic higher education, Hispanic workforce participation, etc.

· Prepares periodic information pieces of interest to membership, including monthly briefs, and collaborates with Communications in publishing them and promoting awareness of information resources on HACU website.
· In the near term, leads activities in support of DACA and Dreamer students, keeps up-to-date the compilation of promising practices on the HACU website. Collaborates with Government Relations and Communications to promote general awareness and use of this information.

· Produces technical reports, white papers, and other documents designed to increase knowledge and awareness of issues related to Hispanic higher education.

SUPERVISORY RESPONSIBILITIES 

This position may supervise a data analyst.

QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

· Master’s degree in education or related social science field, but a doctorate in related field is strongly preferred.
· Three-years of experience in higher education, a K-16 educational setting, or related work required.

· Possess technical skills to operate computers.

· Possess a high level of proficiency with internet search, word processing, spreadsheets, databases, content management systems.

· Possess effective time management skills, strong organizational skills, and the ability to work with limited supervision.

· Possess the ability to interact and work in a collaborative environment and rapidly adjust to changing priorities.

LANGUAGE SKILLS 

· Possess comprehensive reading skills to analyze, and interpret educational research publications, general business periodicals, professional journals, technical procedures, and governmental regulations.

· Proficient in writing reports, correspondence, and procedure manuals.

· Effectively present information to groups of faculty, administrators, managers, staff and the public.

· Spanish language proficiency strongly preferred.

MATHEMATICAL SKILLS 


Perform general mathematical skills including algebraic formula applications and extrapolation of data. 

· Possess strong data analysis skills, including at least elementary statistical analysis.

REASONING ABILITY 

· Possess aptitude to analyze and creatively solve programmatic problems and deal with variables in situations where limited standardization exists.

· Capacity to interpret a variety of instructions furnished in written, oral, illustrational or schedule format.

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

WORK ENVIRONMENT 

The noise level in the work environment is usually quiet. Work usually takes place in clean, pleasant, and comfortable office settings.  Employee will work a standard of 40 hours a week; however, longer hours may be necessary at times.  Conferences and events may take place in hotel and/or convention center settings, and require longer hours of work on constantly changing schedule, including work on weekends and evenings.  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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