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Data Support Clerk (Head Start)
Job Description
Reports to:   Early Childhood Director
Employment Classification:  Non-Exempt


Date: October 2021
JOB SUMMARY:  The Data Support Clerk uses computer skills to perform data entry into COPA, conduct COPA training for staff, and assist staff, when needed, with ongoing data entry into CorAdvantage and DECA.
Essential Job Functions:

	· Maintain customer information in a confidential manner.

· Enter data on children and families into COPA.
· Assist the Administrative Support Specialist in enrolling children and families in COPA.

· Conduct staff training on COPA database.

· Train new hires and provide on-going training in COPA to all early childhood staff.
· Assist the Early Childhood Director in completing the PIR (Program Information Report) by running reports and checking throughout the program to make sure the data is accurate.

· Setup and run the annual program rollover on COPA to complete the PIR process and assign children to their designated classrooms for the next program year and archive children and families who will not be returning.

· Perform basic clerical functions such as file, answer telephone calls, fax, copy, and distribute information to appropriate staff as assigned by the Early Childhood Director.
· Other duties as assigned by the Early Childhood Director and/or Executive Director.



Supervisory Responsibilities:  

This position has no supervisory responsibilities.
Qualification Standards:
The Data Support Clerk must meet the following minimum qualifications:

· High school diploma/GED with experience working with online database systems and computer software programs.

· Excellent interpersonal skills.

· Working knowledge of computer systems and ability to learn and work with various software programs.

· Must have good writing, organizational and communication skills.

· Ability to recognize and understand the causes of poverty and the conditional and environmental effects of poverty.

· Ability to relate to all socio-economical segments of the community and work well with both professional and non-professional individuals.
· Ability to work from home when needed during pandemic emergency to ensure business continuity.

· Great attention to detail.

· Basic knowledge of social service delivery systems.

· Basic knowledge of CAP programs and resources in Cayuga and Seneca counties.
· Ability to participate in local community trainings and conferences.

· Strong organizational, time-management and communication skills.

· Strengths in multi-tasking, good memory for detailed information.

· Must possess the ability to work well independently as well as part of a team.

· Must have reliable transportation and a clean, valid NYS driver’s license.
Equipment, Machines and Software Used:

Ability to operate a computer, use the Internet for program and community resources, printer, telephone, scanner, calculator, photocopier, and fax machine. General office and computer skills include Internet, Outlook, Word, Excel and current software for word processing. 

Physical and Mental Requirements:

· Ability to exert up to 10 pounds of force occasionally, and/or up to 5 pounds of force frequently, and/or a negligible amount of force constantly to move objects.

· Close mental and visual attention required to perform work dealing primarily with preparing and analyzing data and figures, using a computer terminal, and/or extensive reading.

· While performing the duties of this position, the employee is regularly required to sit for extended periods of time, stand, walk, talk, hear, reach, use hands to finger, grasp, handle, or feel, and perform repetitive motions of hands and/or wrists.

Environmental Conditions:
Work is performed in an office environment where there is no substantial exposure to adverse environmental conditions.  

Employer’s Disclaimer:

· 
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

· 
This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.  Furthermore, the company reserves the right to add to or revise an employee's job duties at any time at its sole discretion.

· 
This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.
	I acknowledge that I have received and read the Job Description.

	Employee’s Signature:
	

	Date:
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