U.S. Probation & Pretrial Services Office Western District of New York
Position Description

	Job Title/Classification Level
	Data Quality Analyst - CL 25

	Occupational Group
	Operational Court Support



Job Summary

The Data Quality Analyst assists in ensuring the integrity and efficiency of the court unit's case information database by extracting and analyzing data from unit databases and making corrections. The incumbent provides operational assistance, as required.

Representative Duties


· Extract and analyze information from databases and identify data entry errors and data deficiencies. Maintain accuracy and completeness of official case records and user log errors. 
· Make data entry corrections. Advise supervisor/manager when input errors are found or information is missing and recommend corrective action, including recommendations for revising data entry procedures. 
· Work with users to explain the causes of errors and actions necessary to prevent reoccurrence. 
· Assist with the preparation of monthly and quarterly statistical reports. Assist in determining what information can be purged or archived from database.
· Remain current and knowledgeable of all PACTS national updates and new generations provided by the Administrative Office (AO). Provide PACTS training to all new staff, and update training to all staff who perform data entry or use PACTS. 
· Assist with the solicitation of treatment providers and the review of treatment and location monitoring contracts. 
· Perform support specialist duties such as office reception, answering telephones, typing and filing. 
· Perform other duties as assigned. 


Factor 1 - Required Competencies (Knowledge, Skills, and Abilities)


Court Operations
· Knowledge of the functions, processes and policies of the court unit applicable to maintaining accurate data. Good understanding of the data being reviewed and its applicability to case records. Understanding of the applicable Federal Rules of Procedure and how cases proceed through the court system. Knowledge of legal terminology. Ability to analyze information from databases to identify errors and deficiencies, and make corrections when necessary.

Judgment and Ethics
· Knowledge of and compliance with the Code of Conduct for Judicial Employees and court confidentiality requirements. Ability to consistently demonstrate sound ethics and judgment.

Written and Oral Communication/Interaction
· Ability to communicate orally and in writing. Ability to interact effectively and appropriately with the public, providing customer service while complying with regulations, rules, and procedures. Ability to work independently as well as interact effectively with workgroups within the office. Ability to follow detailed instructions and meet established deadlines and commitments.

Information Technology and Automation
· Skill in the use of automated equipment including word processing and spreadsheet applications, requisite court computer programs, and related databases.

Factor 2 - Primary Job Focus and Scope


The primary focus of the job is to recognize and identify data entry errors and data deficiencies, report same, and make corrections. Incumbents' work mainly affects the personnel of the court unit. Recurring errors slow office processes and failure to identify errors for correction could damage the integrity of the court. Assistance with office operations, report preparation and system data purging supports the efficiency of the office.

Factor 3 - Complexity and Decision Making


The tasks of extracting and analyzing data are somewhat complex. Data quality duties may take time to learn, while other duties are routine. Decisions are made based on well-defined policies, standards and procedures for data quality assurance. Unusual circumstances or problems are referred to a more senior-level staff person or supervisor.

Factor 4A - Interactions with Judiciary Contacts


Judiciary contacts include peers, office staff, and staff of other court units within the district to answer questions or provide assistance. Frequent contacts include court unit database users and their supervisors for the purpose of identifying and correcting problems. Consultations are held with the incumbent's supervisor and automation specialists to discuss common and individual system problems for the purpose of overall system improvement.

Factor 4B - Interactions with External Contacts


The primary external contacts are the public for the purpose of answering inquiries.

Factor 5 - Work Environment and Physical Demands


Work is performed in an office setting. Some lifting may be required.

