NAVAJO NATION
DEPARTMENT OF PERSONNEL MANAGEMENT
Job Vacancy Announcement

REQUISITION NO: DODE70111976 DATE POSTED: 05/23/16

POSITION NO: 243450 CLOSING DATE: 06/07/16

POSITION TITLE: Head Start Student Data Specialist (S)

DEPARTMENT NAME / WORKSITE: Navajo Head Start - Central Administration - Window Rock, AZ

WORK DAYS: Monday - Friday =~ REGULAR FULL TIME: GRADE/STEP:  AD63A

WORK HOURS: 40 hrs/Week PART TIME: [] NO. OF HRS./WK.: $ 38,875.20 PER ANNUM
SEASONAL: [ ] DURATION : S 18.69 PER HOUR

TEMPORARY: [

[DUTIES AND RESPONSIBILITIES: |
Under General Supervision, the Head Start Student Data Specialist is responsible for managing and administering the ChildPlus database utilized
established by the Office of Head Start for all Head Start programs. In addtion to ChildPlus, the incumbent will also manage the Teaching Strategies Gold
(TSG) and the Classroom Learning Assessment Scoring System (CLASS) databases to collect student assessment information that will be used to track
student progess. Develops, implements, and maintains database operating procedures to enhance and protect the integrity of all sensitive information, in
relation to student records and NHS personnel records. The HS Student Data Spec. will test, monitor and troubleshoot software and network issues. This
individual will configure and provide technical support. Performs installation, maintenance and software upgrades in collaboration with NHS Information
Technology personnel to maintain network compatibility. will be responsible for accurate data and statistical analyses, while ensuring compliance with
Federal, State and Tribal policies on the protection and confidentiality of data.Provides support, assistance and training to all Regions and Centers for
ChildPlus, TGS, and CLASS data input. Provides training to center and regional staff regarding appropriate methods for inputting data and compiling
reports, mandated by the federal Office of Head Start. The HS Student Data Specialist will assist NHS managers with system security, data research and
reporting, editing content and conducting visual public presentations. Will provide daily, weekly, monthly, quarterly and annual reports of student progress
and assessment data through charts, graphs, speadsheets and tables to appropriate staff through, presented to the NHS Parent Policy Council; Board of
Education; Navajo Nation Council; the Health, Education and Human Services Committee (HEHSC); parent committees and the Federal Office of Head
Start.

|QUALIFICATION REQUIREMENTS: (Education, Experience and Training)

Minimum Qualifications:

+ A High School Diploma or GED; and a minimum of 45 college credit hours in Computer Science; Electronic Engineering Technology, Data Processing,
Business Administration or closely related field
* Three (3) years of technical experience in database communications operation and maintenance function.

Preferred Qualifications:

+ An Associates degree in Computer Science; Electronic Engineering Technology, Data Processing, Business Administration or closely related field.
* Five (5) years of technical work experience planning, integrating and maintaining computer database software and/or network hardware devices.

Special Requirements:

+ A favorable background investigation.
* Possess a valid state driver's license,

(To receive full credit for education, certification, or licensure, transcripts, copies of degrees, certificates, and other
appropriate documents must be submitted along with employment application.)

Special Knowledge, Skills and Abilities:

Knowledge of: Head Start Performance Standards, Navajo Nation, federal, state and local laws relative to position responsibilities; student assessments and
educational activities based on current and relevant research; exercising professional judgment; applying problem solving strategies; student information
and data, and database computer operating systems, terminology, forms and processing; program networking and management information systems. Must
possess the ability to work independently, set priorities, plan, organize and implement activities; address the pubic and professional groups. Must possess
the ability to compile reports accurately and attention to detail, while following verbal and written instructions. must communicate effectively orally and in
writing.e Prior to Employment, must obtain a Physical Evaluation and a Tuberculin Skin Test

Incumbent must abide by program standards of conduct. SENSITIVE

THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE NAVAJO
PREFERENCE IN EMPLOYMENT ACT AND VETERANS' PREFERENCE.
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