Data Analyst Tasks and Responsibilities – A Menu for Steering Committee

October 7, 2010

The tasks involved in the data analyst position have been broken down into three “tiers” below, beginning with the most basic reporting requirements and moving through to the ultimate goal of creating and reporting good evaluation measures to monitor our impact.  These tiers could also be thought of as phases we need to go through to reach our goals, though some activities in each phase will be ongoing as they are the basic elements of the third tier.  
(Note: Tasks below ido not include training – attendance at conferences, etc.)

Tier 1:  Required Reporting to ICHH and other Stakeholders 

Minimum 17 hours per week. Quarterly reporting months require more time, other months perhaps a bit less.  Printing and Copying expenses are not included.  Arrows represent whether time spent on task is likely to increase, decrease, or stay the same over the course of the coming 6-9 months.
· Monthly reports and responsibilities to ICHH– collecting, compiling, revising.  Includes reports for individuals, family diversions and preventions, re-housing (this has been ad hoc), shelter entries and hotel population, UAT support, communicating with State around data issues, concerns and methods.  Collecting cost information (late request from state.) Filing and keeping records and keeping track of revisions as needed. 
· Other Reporting  - monthly or quarterly - reports  to funders, leadership council, media, family, steering, individual services, and data committee meetings, tableau presentations.  Prepping data and keeping up to date.  Attendance at meetings.  

· Housing Court Record of Service – data entry, analysis, reporting. (We have advertised this as a service learning project.  In that case activities would increase by less, but require supervision.)
· Interim Data Collection – These are the stop-gap data collection methods including monthly surveys for PIT counts using interim tool (survey monkey), emails and phone calls to providers to track CH individuals.  This activity, when it requires phone calls or visits, is extremely time consuming and uneven.  Online tools are being implemented to cut down on that time.

· Tableau – exists in all of its beauty due to volunteer work of Andrea.
Tier 2: Improvements in Data Collection and Quality – Much of this requires the involvement of CoCs and HMIS Vendors.  A network data analyst could spend anywhere from  5-10 additional hours per week on this, depending on the overlap of staffing resources between the network and the CoCs,  the time period over which it is undertaken, and what percentage of the work would be liaising/consulting versus helping with the actual work of implementation.
· Completion of migration to Social Solutions including Bed Register (vendors).
· Data Integration (the current hope is to use ETO Community for this, that is a tool that needs an analyst to operate it.)
· Completion of new HUD HMIS CSV format v3.0 (this switch in SHORE was only just completed in September.  File structures - literally where and how data elements are found and recorded - have been changed.  Vendors, but requires retraining of anyone using files). 
· Increase participation in HMIS to include all providers with accurate capacity numbers (CoC).
· Monitoring of data quality including exit dates (CoC).
· Accurately Record Capacity of programs (this is generally done around the time of the annual PIT count - CoC)
· Work with Providers on definitions (Network and CoC?)
· Work with Providers on common assessment tool (Network and CoC?)
Tier 3: Additional Analysis, Reporting and Good Evaluation – The success of this goal is based upon improvements in data collection and quality (this could expand as needed/desired, but assuming access to quality data, an additional 15 hours per week.  And fun!)

· Length of Stay Analysis (Increase!)
· Incidence and Prevalence rates to show changes in homelessness in area – these measures are relative to population and important.
· Making use of all of the full functionality of Tableau and the blog.  Using tableau to support an online interactive resource directory.

· Cost/Benefit analyses

Keeping Perspective: We are short of our ideals but in our infancy we are well ahead of the rest of the state.  We also have the additional challenge of aligning our geographies, CoC’s, HMIS systems, and catchment areas or creating dealing with their misalignments.  In short:  Good for us!  And we can do better!!
Friday – finish survey and send out to ind services –s en d email to family services (2)

· Resubmit monthly numbers to ICHH for NEFWC (2)
· Call Laila (1)

· Possibly attempt to collect the cost numbers (1)

· Compile prevention and diversion reports (1)

· Compile individual services reports (2)

Meet with Mary to exchange data – really want to look at whether people are coming back (1).

Finish survey for Peg Keller on CoC’s (3)

Verbiage for end of pilot report (2)

Meet with Andrea to compare names and numbers on Friday (2)

Call individual service providers (1)

Call to get PIT counts from Shelters (1)

Steering committee meeting and pre meeting email (3)

Housing court – do an analysis of data entry and numbers over time – not Berkshires not participating. (2)

Housing court meeting – (3)

