
Macomb County Adult Education Consortium (MCAEC)

Data Specialist Job Description


Purpose Statement:

The MCAEC Data Specialist will provide programming support, assistance and suggested direction to the consortium member directors to ensure grant compliance and facilitate the development of partnerships within the community.

This position reports to the Macomb Intermediate School District Adult Education Consultant.


Functions:

Assist consortium member program directors in meeting the requirements and deadlines associated with the adult education funding structure. Work collaboratively with all consortium member directors to improve the instructional programming for adult learners throughout the county.

Responsibilities:

· Design and implement common systems, processes and procedures associated with intake, assessment, placement, follow-up and reporting for the purpose of strengthening the collective programs and consortium.

· Collect relevant data for the purpose of identifying program and/or consortium deficiencies and best practices.

· Analyze and interpret relevant data for the purpose of program improvements and grant funding compliance.

· Monitor reporting of required data for the purpose of maximizing funding opportunities and maintaining grant compliance.

· Recommend and implement prescriptive professional development and/or individualized development plans to maintain a qualified, highly trained staff of educators and para-professionals.

· Develop partnerships with other community organizations, service providers, and/or businesses for the purpose of sharing resources and garnering program support. 

· Facilitate communication between consortium members and various State agencies for the purpose of evaluating situations, solving problems and/or resolving conflicts.

· Represent the consortium within various forums (community, educational, legislative and state).

· All other duties as assigned.

Minimum Qualifications

Candidate must:

1. Demonstrate leadership skills in problem solving, action planning, goal setting and goal attainment with diverse populations.

2. Have ability to perform multiple, technical tasks, including extensive computer experience with databases, spreadsheets, and communications and presentation programs. 

3. Possess strong organizational and analytical skills.

4. Have experience in curriculum development, statistical interpretation and data analysis.

5. Possess ability to develop partnerships at multiple levels.

6. Be capable of functioning independently.

Experience:

1. Educational background working with secondary or adult populations preferred

2. Administrative/supervisory experience preferred

Education: 


A minimum of a Bachelor’s Degree in job related area.

Compensation: 

As a contracted/purchased service position, compensation will be provided to the individual in the amount of $1500 pre-tax per month, with negotiated performance incentives.  These services are required through June 30, 2011 and may be renewed based on grant continuance.

Employment hours, dates and times are negotiable. 


For information about this position, please contact Monika Leasure, Macomb Intermediate School District at 586-228-3513. 

Send resume and letter of interest to:  mleasure@misd.net 

Resumes will be accepted through 4:00 p.m.,  Monday, December 7, 2009.

Qualified applicants are considered for employment without regard to age, race, color, religion, sex, national origin, sexual orientation, disability or veteran status.  If you need assistance or an accommodation during the application process because of a disability, it is available upon request.  The company is pleased to provide such assistance, and no applicant will be penalized.
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