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PROGRAM ANALYST

DESCRIPTION:  Under limited supervision, performs analysis and evaluation of
assigned program(s) through the planning, conducting and reporting of research; provides work guidance as a project leader to program and/or research staff.  Performs related duties as assigned.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Reviews and analyzes federal regulations, state laws and their requirements to assist in the formulation of appropriate policies and procedures for the coverage and delivery of programs and services.

Analyzes current program statistical and financial data to develop recommendations and corrective action plans by comparing program operation to divisional and departmental goals and objectives and compliance to federal and/or state requirements.

Defines, implements and evaluates the research problem, objectives, and action steps of research studies and surveys to ensure the utility of the techniques applied and to improve the reliability and validity of the data gathered.

Writes reports, position papers, impact statements and related documents in order to assist in the formulation of policy material to cover specific areas of service, investigatory or enforcement programs by conducting research and meeting with other agency staff, representatives or other agencies and providers.

Devises data listings and graphs through computer systems programming in order to generate reports and demographic, economic, and expenditure information.

Plans and conducts portions or phases of large scale research projects in conjunction with program staff in order to contribute a particular technical expertise.

Cooperate in a multi-unit research project, or provide assistance to a research team by completing a portion of a large project which would not be feasible to complete by one person.

Collects and compiles statistical, economic, or administrative data to determine the needs of agency clients or programs and to provide a basis for assessing the effectiveness of agency programs and services.

Analyzes and interprets data to provide information refined through mathematical or statistical calculations and to assess significant differences, similarities, correlations, or trends.

Organizes research findings into graphic formats to present a visual summary of the analyzed information for agency staff, other officials of other organizations, and the public.

Prepares periodic state and federal reports, forecasts and bulletins to meet reporting requirements and program and fiscal analysis needs; and to document research findings, conclusions, and recommendations.

PROGRAM ANALYST (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  federal and state laws, policies, programs and services pertinent to the programs dealt with; agency policies and procedures pertinent to the collection and analysis of data; legislation, policies, and standards governing the mission and/or programs of the agency; available literature and other resource material pertinent to the program and activities of the agency; the demographic characteristics, such as economic, social, industrial, or occupational, of problems and/or clients dealt with by the agency; mechanical and electronic equipment used in processing data including computer resources. 

Ability to:  analyze, develop and organize material pertaining to program analysis  and procedures; develop and assimilate new and creative concepts in the field of program analysis; interpret and apply state and federal laws and standards, and agency rules, policies, and procedures; understand and apply technical narrative material including manuals, handbooks, instructional memoranda and computer printouts; schedule, direct, and review the work of other research and support staff; design and coordinate the implementation of
research projects within organizational constraints and resource limitations.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the techniques of program analysis and budgeting; principles and procedures of research design and analysis; statistical methods and techniques; the techniques and procedures of financial analysis; resource material concerning statistical data and collection methods; manual and automated methods for data collection and analysis.

Ability to:  communicate effectively to exchange factual information and research findings and conclusions; apply instructions pertinent to collection, analysis, and presentation of numerical data; identify trends and critical elements in program and demographic data; summarize program and administrative data and statistics into technical reports, and charts, graphs and tables; adapt and apply formulas to the analysis and interpretation of data; analyze and interpret numerical data, charts and tables; formulate conclusions based on data analysis; calculate solutions to mathematical problems; operate calculators; set personal work priorities and manage one's work time.

JOB PREPARATION GUIDELINES:  (Entry knowledges, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline for positions in this class is:  Post high school coursework/training in program evaluation, financial analysis and research techniques, AND experience performing or leading others in program and technical support, research or statistical analysis.

