
Job Description

Unit: Ryan White Services Data Management and Analysis
Supervised by: Ryan White Services Data Manager and CAREWare Coordinator/Epidemiologist

This position is responsible for supporting data management activities for the Ryan White Part A and MAI Services Program. The incumbent will adhere to Ryan White Program and federal confidentiality guidelines that dictate the required standards for protecting the security and confidentiality of data received, maintained, and transferred by the program.

Duties will include but are not limited to the following:

	Duty
	Effort

	· Maintain CAREWare settings, user accounts, services contracts, field values, and improve -general use of the system.
· Assist Baltimore EMA CAREWare Access Network users through troubleshooting, creation of custom reports, and ad hoc technical assistance and training.
· Develop and provide formal web-based and in-person training and technical assistance related to CAREWare data entry and State/Federal reporting requirements.

	45%

	· Assist with ensuring data quality through continuous review of data in CAREWare, a web-based software program used to record Ryan White services in Baltimore, MD.  Specific tasks include, but are not limited to:
a) 	Conducting quarterly desktop audits of HIV services and client data through Access queries & CAREWare reports;
b) Conducting monthly reviews of newly added client records to correct duplicates in CAREWare;
c)   Track and improve contractor compliance with reporting requirements.

	25%

	· Assist with RWA data cleaning/data management; analyze services data and produce user-friendly reports for program staff/officers.

	20%

	· Assist with the automation of routine tasks to enhance functioning of current program databases; provide written documentation of programming and operating procedures.

	5%

	· Serve as a backup to the supervisor. In this capacity, the incumbent will fulfill data requests, and present summaries of services data to quality improvement committees.  

	5%





Required Qualifications
[bookmark: _GoBack]College degree in public health, computer information systems, data management, or related field with fluency in the use of database software systems. A minimum of three years of experience in data management systems, preferably in the health field.


Desired Qualifications
A minimum of three years of experience in data management systems, preferably in the health field. Familiarity with the Baltimore Ryan White Program, HIV services in Maryland, or the Ryan White Treatment Extension Act of 2009; experience with SAS or similar software.

Physical & Mental Demands
-Ability to drive a car for long periods from region to region across the state.
-Valid driver’s license and access to reliable transportation.
-Ability to lift and carry a minimum of 30 pounds.
-Incumbent may be required to sit for extended periods of time.
-Ability to anticipate/recognize potential problem areas and intercede appropriately.
-Ability to prioritize needs and plan accordingly.
-Ability to work with people of diverse ethno-cultural groups in a sensitive, non-judgmental manner.
-Excellent verbal and written communication skills.
