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NATURE AND SCOPE: 
 
An incumbent in this class reports to the director of The Center for Industry Research & Workforce Alignment 
(CIRWA).  The scope of work for the incumbent is broad and requires strong technical, analytical, and writing 
skills to support CIRWA’s research agenda, grant reporting, and grant deliverables.  An incumbent will collect, 
review, process, and analyze qualitative and quantitative data using a variety of statistical methods and software 
and will conduct literary research and provide summary overview while assisting in the development of written 
studies and/or oral presentations.   
 
PRINCIPAL ACCOUNTABILITIES: 
 
An incumbent may perform any combination of the below listed accountabilities: 
 
1. Collects, inputs, interprets, analyzes, processes, and reports on industry, workforce, and educational data.  

Examples include:  Developing electronic surveys for completion by private industry, analyzing and 
interpreting survey results; formatting and presenting data outcomes to supervisors, project partners, and the 
public; developing queries or programs to process data; and assisting in the development of recommendations 
based on data outcomes. 

 
2. Supports the director in defining industry study subjects, needs, and overall research design.  Provides data 

extractions using external software and maintains databases on network drives.  Develops programming 
specifications, tests, and debugs for ad hoc reporting.  

 
3. Uses spreadsheet software (e.g. Microsoft Excel) to perform a variety of complex descriptive statistical 

functions on large-scale datasets including but not limited to:  sorting, filtering, coding, adjusted mean, median, 
min, max, pivot tables, standard deviations and extrapolations. 
 

4. Responds to inquiries and requests for CIRWA products and information 
 
5. Creates and maintains databases to support various research needs.  Prepares complex charts, tables, and graphs 

of data using programs such as Excel, SPSS, and PowerPoint for use in reports and studies. Generates, edits, 
and reviews written summaries of findings for the director and/or presentation or publication. 

 
6. Maintains accurate and confidential data files in both hard copy and electronic format. 

 

SUMMARY STATEMENT:  An incumbent researches, collects, interprets, analyzes, and reports a 
variety of statewide and regional workforce data for informational purposes such as industry scans, labor-
market projections, and program alignment.  Other areas include:  Institutional Research, Economic 
Modeling, Spatial Mapping, Gap Analysis and Database Management. 
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PRINCIPAL ACCOUNTABILITIES, cont’d: 
 
7. Conducts literature research and reviews and maintains literature files and databases. 
 
8. Assists in organizing and conducting focus group interviews.  
 
9. Develops and maintains cooperative relationships with project partners and various other groups and/or 

individuals to gather, interpret, and analyze data sets and industry research. 
 
10. Analyzes data collection procedures, survey tools, and interview processes and makes recommendations for 

improvements to supervisors and/or administrators.  Keeps supervisor informed regarding research activities. 
 

11. Performs other related duties as required.  
 
 

KNOWLEDGE, SKILLS, AND ABILITIES: 
 
◊ Advanced working knowledge of spreadsheet software (e.g. Microsoft Excel), word processing software (e.g. 

Microsoft Word), and presentation software (e.g. Microsoft PowerPoint). 
◊ Knowledge of statistical software packages such as SPSS, EMSI, Labor Insight/Burning Glass, ONET, and 

Qualtrics. 
◊ Knowledge of advanced research design concepts, methodology, and statistical applications and techniques, 

including data evaluation, database management, information needs analysis, requirements analysis, and 
design alternative analysis. 

◊ Knowledge of higher education and workforce development concepts as well as federal grant processes and 
procedures. 

◊ Advanced knowledge of relational databases and computer-based information management systems. 
◊ Knowledge of general principles of descriptive statistics, data visualization, project management, and 

administrative methods. 
◊ Knowledge of report writing techniques. 
◊ Knowledge of College policies and procedures. 
◊ Knowledge of data collection, analysis, and reporting. 
◊ Ability to think creatively and develop creative solutions to management information systems. 
◊ Ability to utilize independent judgment and personal initiative to gather, interpret, and analyze data concerning 

a variety of issues and trends. 
◊ Ability to plan, organize, and prioritize projects to meet schedules and deadlines. 
◊ Ability to work independently and effectively in the absence of supervision. 
◊ Ability to assist other employees in technical and procedural activities. 
◊ Ability to travel to attend meetings, conferences, and conduct interviews when needed.  
◊ Ability to communicate effectively, both orally and in writing. 
◊ Ability to communicate effectively and relate to a diverse population in a multicultural environment. 
 
 
MINIMUM QUALIFICATIONS: 
 
◊ Bachelor’s degree in social sciences, computer science or information systems, mathematics, statistics, 

business, economics, or other relevant field and four (4) years of relevant experience; or other equivalent 
combination of education and experience. 
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