
 

Data Systems And Rating Manager
New York Early Childhood Professional Development Institute

Brooklyn, NY

Other
 

Full-time
 

Hybrid
 

$78,000 - $83,000 a year

Posted on April 20, 2022

Job Description

The Data Systems and Rating Manager reports directly to the Director of Systems and

Administration and is responsible for providing key support to the implementation of the

QUALITYstarsNY, New York State’s quality rating and improvement system.  The Data Systems

and Rating Manager supervises the work of the rating team; coordinates documentation review,

ratings and appeals processes; and ensures consistency and accuracy of ratings. With the

support of the Senior Director and Director of Systems and Administration, the Data Systems

and Rating Manager leads the management of the database systems and reporting efforts,

including ongoing planning and communication with the QUALITYstarsNY central office

leadership and administrative team, to ensure deliverables are accurately executed and issues

are resolved in a timely manner. The Data Systems and Rating Manager uses strong data

analysis skills to create stories that enrich the understanding of the value of QUALITYstarsNY,

leading the project’s use of data to measure progress and inform the development of project

goals.

Responsibilities

DUTIES AND RESPONSIBILITIES

Database Management & Monitoring

Responsible for the management of QUALITYstarsNY’s database and other software systems

Lead and manage communications with database developers to ensure database is running

at full capacity

Regularly build testing procedures and execute in testing environment

Refine and maintain document review process and rating manual
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Build and run reports with consistency and accuracy related to statistical data, funding

requirements, program goals, systems monitoring, and workflow

Develop and maintain ongoing monitoring system for QUALITYstarsNY database and

software platforms

Perform data analysis regularly to inform project planning and reporting

Generate potential new uses for data collection and analysis of data for this project

Leadership & Supervision

Provide leadership in the areas of efficiency of data systems, the QUALITYstarsNY database,

and overall progress towards meeting project goals

Build central office administrative team capacity for implementing the QUALITYstarsNY rating

and quality improvement systems and generating ideas for new applications for the use of

data

Facilitate weekly meetings with QUALITYstarsNY’s central office team to address issues and

drive progress towards deliverables

Support colleagues in their understanding and use of data for the project

Supervise a team of Raters:

Train Raters to inter-rater reliability;

Provide training on using the data systems to review documents and input data;

Coordinate schedules and assign work, and

Manage workflow and work output.

Communication & Partnerships

Respond to the project data reporting needs for staff, funders, and project stakeholders,

according to an annual schedule, as well as on an ad hoc basis

Perform presentations about analyzed data for internal project staff 

Use communication platforms efficiently for ongoing interactions including follow up as

needed

Attend and contribute to project planning meetings and the development of the annual project

calendar 

Maintain efficient and organized records and files as part of the administrative team

Engage in building relationships with key stakeholders, representing and promoting the work

of QUALITYstarsNY locally and across the state at various events, trainings, and meetings.



Other

Attend staff meetings and trainings as required.

Perform special projects and other duties as assigned.

Qualifications

Minimum Qualifications

Bachelor’s degree required (education or information systems-related field)

Minimum five years of product management experience managing several products through

their entire lifecycle; some experience with a custom-built system preferred

Demonstrated leadership skills, including managing multiple projects and timelines

Excellent computer skills and experience using various software programs to run projects

Extensive experience working with databases, ease and familiarity with pivot tables and data

manipulation in MSExcel

Demonstrated experience with project management tools such as Confluence, SharePoint,

etc.

Strong data analysis and presentation skills, including defining what data analysis is required

to answer specific program questions

Evidence of clear written, visual, and oral communications skills with diverse audiences

Ability to prioritize, focus and achieve results in a fast-paced and complex environment

Ability to work independently and collaboratively in a fast-paced work environment and adapt

to changing situations and priorities

Strong interpersonal skills and experience building high-functioning teams

Application Instructions

Provide a resume and cover letter specifying your qualifications, experience, and interest

relevant to this position.

Additional Information

Physical Requirements

This position operates in a professional office environment located in Brooklyn, NY, and is

currently hybrid, working 70% in the office. This role routinely uses standard office equipment



such as personal computers, laptops, tablets, smart phone, photocopiers, filing cabinets and

other presentation equipment.

While performing these duties, the employee is required to perform physical activities such as,

but not limited to, lifting items (up to 20 pounds), bending, reaching, sitting for prolonged

periods of time. Reasonable accommodations will be made for employees with disabilities or

other needs per RFCUNY policies.

Ability to travel to other sites as needed.

EEO Info

We are committed to enhancing our diverse academic community by actively encouraging

people of any race, color, religion, gender, gender identity or expressions, sexual orientation,

national origin, genetic information, disability, age, or protected veteran status to apply. We take

pride in our pluralistic community and continue to seek excellence through diversity and

inclusion.  CUNY is an EEO/AA Employer.
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